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MEMORANDUM 
 
To:  Honorable Mayor and City Council  


From: Richard Meehan, Director of Public Works   


Date: September 21, 2009  


• Added a section of definitions used in the Policy and in its implementation. 


Subject: Discussion on Traffic Calming Draft Policy 


 
One of the key issues facing the City is the speed and volume of vehicular traffic in several of our 
residential neighborhoods and the desire of the residents of these neighborhoods to have Traffic 
Calming implemented where there are known problems.  Currently, the City has 11 active Traffic 
Calming Districts where traffic calming devices have been or about to be installed.   
 
In December, the City Council passed Ordinance Chapter 17 – Traffic and Public Roadways which 
included a Traffic Calming Policy as established by Dekalb County.  Based on the feedback we 
received from our presentation at the July Work Session and from the presentation of the draft 
policy we presented at the August Work Session, we have prepared a Revised Draft Traffic Calming 
Policy for the City Council to discuss, incorporating the council’s comments from our last 
presentation.  
 
The changes made in the draft policy are highlighted in Red or a strikethroughs for deletions. The 
key changes to the previously presented draft policy are as follows: 
 


 
• Revised the voting procedures to eliminate the minimum of 90% of the households voting.  


The minimum of 75% of households approval was retained. 
 


• Retained the 50/50 cost split between the neighborhood and the city for the costs of the 
installation of active traffic calming measures.  Added that the neighborhoods portion of the 
cost will be paid by special assessment on the property tax bills of the properties in the 
affected area over a 2 year period, starting the year after the traffic calming measures are 
approved.  Each property will pay an equal share of the costs. For example, if the 
neighborhood’s share of the cost is $5000 and there are 25 properties, each property would 
be assessed 1/25th of the cost ($200) to be done as $100 special assessments each year for 2 
years. 
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• Added a note that the installation of traffic calming devices may affect the ability of the City 
to obtain LARP funding for their street. 
 


• Included the Appendices detailing the traffic calming measures and the sample petition form 
which referred to, but not previously included in the draft presented last month. 
 


In the following agenda item, we are presenting the First Read of the Ordinance Amendment to 
Chapter 17 – Traffic and Public Roadways which would delete the current policy from the ordinance 
and establish the procedure for Council approval of the Revised Traffic Calming Policy.  We are 
asking City Council to review this draft policy and provide us comments, direction, and proposed 
revisions.  We will incorporate these changes and present the Ordinance for 2nd read and vote and a 
Resolution for the City Council to approve to adopt the Revised Traffic Calming Policy. 
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I.  Introduction  
 


Because of increased congestion on the City’s arterial and collector road network, combined with 
driver’s desires to find shorter travel routes, drivers frequently seek alternate travel routes.  
Frequently, the routes include the City’s local and residential neighborhood streets. Many of these 
streets have experienced increases in volume and speeding that has diminished the quality of life and 
the safety of residents, pedestrians, bicyclist, and other motorists.  
 
Traffic Calming as defines by the Institute of Transportation Engineers (ITE), is the use of physical 
and psychological devices “to reduce the negative effects of motor vehicle use, alter driver behavior 
and improve conditions for non-motorized street users.” The use of Traffic Calming techniques may 
return the quality of life and safety in a neighborhood by alerting drivers to share the road, drive with 
more care, drive more slowly, and, in some cases, divert to more appropriate routes. 
 
While each neighborhood and each situation may be somewhat unique, a systematic approach is 
taken by the Traffic Calming Program.  Thus, the same definitions and criteria, as outlined in this 
policy, are applied in all cases.   As a part of that approach, the transportation system of the City 
needs to be considered as a whole.  Solving a problem on one neighborhood or street should not 
cause another problem to appear somewhere else.  
 
 


II. Minimum Requirements 
 
In order for the installation of Traffic Calming Measures to be considered, the following criteria must 
be met: 
 
1. Only streets classified as Local and/or Residential with a speed limit of 30 mph or less are 


eligible for the Traffic Calming Program.   
 


2. Streets classified as Arterial, Collector, and/or Thoroughfare are Not Eligible for Traffic 
Calming. 


 
3. Daily Traffic Volumes (ADT) must be between 400 and 4000 Vehicles Per Day, or the Peak 


Hour Volume must exceed 100 Vehicles Per Hour. 
 
4. The 85th


 


 Percentile speed as measured by a speed study must be 11 mph greater than the posted 
speed limit of the street. 


5. The traffic study must show that the Traffic Calming techniques will not divert traffic on to 
other local and/or residential streets in the study area. 


 
6. Emergency Vehicle access must be preserved 
 
7. Pedestrian and Bicycle access must be preserved 
 
8. The neighborhood Traffic Calming plan shall be designed using sound planning practices and 


engineering judgment. 
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III. Definitions 
 
For purposes of this Policy, certain terms and words are defined. Where words have not been 
defined, but are defined in a subsequent section of this Policy, those words shall have the meaning as 
defined therein. The following words, terms and phrases when used in this Policy shall have the 
meanings ascribed to them in this section, except where the context clearly indicates a different 
meaning: 
 
AASHTO means the American Association of State Highway and Transportation Officials.   
 
Affected area means a geographic portion of a neighborhood consisting of all property owners 
whose quality of life as a resident in the neighborhood, and not necessarily as a traveler through the 
neighborhood, is being directly impacted by the cut-through or speeding traffic problem being 
addressed. The affected area will include all lots from which residents must traverse the traffic 
calming measure. The affected area will also include all lots from which residents may have an 
alternate route without traffic calming measures but whose lots have driveways that access the 
residential street for which traffic calming measures are sought.   
 
Department  means the Public Works Department.   
 
Elig ible Petitioner means the person whose name is recorded as a property owner in the tax 
records maintained by the Dekalb County's tax commissioner and board of tax assessors for the 
address listed on the petition that falls within the affected area.   
 
Initiator is a real property owner who has initiated a request for traffic calming measures and/or has 
assumed a primary role in circulating the subsequent traffic-calming petition and undertakes to serve 
as the City's sole contact with respect to the progress of any subsequent traffic study and traffic-
calming petition.   
 
I. T. E.  Means the Institute of Transportation Engineers.   
 
MUTCD means the Manual on Uniform Traffic Control Devices.   
 
Real property owners’ means homeowners or other real property owners as indicated in the tax 
records maintained by the Dekalb County tax commissioner and board of tax assessors.   
 
Reference number means the number assigned to a completed initial interest request which meets 
the City's criteria for a study that will be used to determine the order in which traffic studies will be 
conducted.   
 
Residential street means a street classified and defined as "residential" in the records of the City of 
Dunwoody Community Development Department.   
 
Traffic-calming measures  means those methods and processes, prescribed by "AASHTO" or 
other nationally recognized organizations, that the City may use to reduce aggressive driving behavior 
that impairs the quality of life of its citizens in any neighborhood in which the posted speed limit is 
no greater than thirty (30) miles per hour. Such measures include, but are not limited to, speed 
humps, bicycle lanes, center traffic islands, splitter islands, and striping and turn restriction lanes.   







 


City of Dunwoody 


Policies and Procedures 
 


Article 3.6 


City of Dunwoody  3   Effective 02/01/2009 
Traffic Calming  Policy 
 


 


 
 
Traffic study


 


 means the process by which data pertinent to the flow, rate of speed and density of 
traffic, collected over a defined period of time, is measured and analyzed to determine its impact on 
the safety of citizens within a neighborhood or affected area. 


 
IV. Traffic Calming Process 
 


1. Homeowners’ Association, neighborhood group, or individual reports can request a Traffic 
Calming Project for their neighborhood or street by submitting an Application Form (Appendix 
A) 


 
2. Public Works Department with schedule and conduct an Initial Meeting with the Neighborhood 


Coordinator to discuss: 
• Application Process 
• Traffic Study Process 
• Petition Requirements 
• Financial Participation 
• Potential Passive Traffic Calming Solutions 


 
3. Public Works Department will conduct appropriate studies, as approved by City Manager, to 


determine the existence and extent of the problem 
• If the results of the study indicate there is no traffic problem, the neighborhood will be 


informed in writing 
• If the results of the study indicate there is a traffic problem, Public Works staff will develop 


a traffic calming report, including suggested solutions 
 


passive and active measures. 


4. Public Works staff schedules a neighborhood meeting to discuss study findings, suggested 
solutions


 


 passive and active measures, definition of the affected area, anticipated costs, and the 
petition process 


5. Public Works will prepare a preliminary design of the proposed solution


 


 passive and active 
measures and prepare the formal petitions for the Neighborhood Coordinator to distribute for 
signature. 


6. To show awareness and consensus for the proposed traffic calming plan, the neighborhood must 
submit a petition to Public Works with signatures of 90% of the households in the Affected Area 
of with


 


 75% of the households approving the proposed plan (see Appendix B for example 
petition forms) 


7. Public Works shall verify the signatures on the petition and, once verified, will develop a final 
project design and cost, based on the suggested solution
 


 passive and active measures. 


8. Final design and cost for any active measures will be presented to the Mayor and City Council 
for funding and approval 
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9. The City will fund 50% of the cost, and the neighborhood will fund 50% of the cost necessary 
for construction of any active traffic calming measures. the preferred devices and the execution 
of the agreement.   Funding available for active traffic calming measures will be dependent on 
the City’s budget for the current fiscal year.  In cases where the neighborhood would like to pay 
100% of the cost of the installation of the active traffic calming devices


 


 measures and they meet 
the criteria set forth in this policy, the City may grant them permission to proceed with the 
installation of the traffic calming devices.  City staff will act as program manager in these cases. 


10. The neighborhood’s portion of the cost of the installation of active traffic calming measures will 
be paid by a Special Assessment on the property tax bill for each property in the affected area, 
with each property paying an equal share of the total.  The Special Assessment will be applied 
over a two year period, beginning the year after the devices are approved for installation by the 
Mayor and City Council.   
 


11. Passive measures and/or any needed modifications or temporary measures may be implemented 
and studies for effectiveness before active measures are installed. 


 
12. Upon City Council approval and the allocation of funds in the City budget, and payment of 50% 


of the anticipated cost by the neighborhood


 


, the traffic calming project will be implemented at 
the direction of the Public Works Department. 


13. Each property in the affected area will be assessed a $25 fee per year on their property tax bill for 
maintenance of the Traffic Calming Devices, beginning the year after the devices are installed. 
 


14. Within 6 months of project installation, Public Works staff will conduct follow-up studies to 
measure project effectiveness 


 
15. In the case of resurfacing, most existing traffic calming devices will need to be removed in order 


for resurfacing to take place.  However, existing traffic calming devices will be considered as 
grandfathered and will be replaced with following completion of the resurfacing project.  No 
additional neighborhood funding or petitions will be required.  However, neighborhoods need to 
be aware that the presence of active traffic calming measures may affect the ability of the City in 
obtaining Local Assistance Road Paving (LARP) funds from the State of Georgia, Department 
of Transportation for their street(s) which may delay the resurfacing until local funds are 
available in the budget. 


 
 
IV. Removal of Traffic Calming Devices 
 


If the neighborhood decides that they no longer want previously installed traffic calming devices, 
they must follow the same procedure to obtain 65% support by petition as listed above for 
installation. Active traffic calming devices should remain in place at least 12 months before removal. 
If devices are removed, the road must also be brought back to City standards. Removal should be 
done by a qualified contractor at no cost to the City of Dunwoody. The City of Dunwoody reserves 
the right to remove speed humps for any reason. 
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Appendix A – Example Traffic Calming Measures 
 
Passive Measures 


 
The primary use of passive measures is to reduce the speed of traffic while raising awareness of the 
traffic problems in residential areas. These methods are less costly than active devices, as they do not 
affect the geometry of the roadway or require extensive construction. Passive traffic calming 
measures include radar trailers, re-striping, and installing signs. 


General advantages of passive traffic calming measures: 


• Pose no restrictions for bicycles or pedestrian traffic 
• Does not affect intersection capacity or operation 
• Cheaper than active traffic calming devices 
• Raise awareness of drivers to speeding problems 
• No impacts to transit or emergency services 
• Can be done regardless of the grade of the road 
 
General disadvantages of passive traffic calming measures: 


• Not necessarily enforceable 
• Not always effective over time 
 


Radar Trailer 
 


Description: 
The City of Dunwoody is considering the operation of a number of portable radar speed meters 
capable of measuring vehicle speed and graphically displaying the speed of the motorist. 
 
Primary Purpose:  


Reduce vehicle speeds by raising the awareness of the driver to their speed 
 
Advantages: 
• Possible speed reduction for short intervals at the radar trailer location 
• Opportunity to collect volume and speed data, dependant upon equipment 


 
Disadvantages: 
• Not an enforcement tool 
• Minimal effectiveness on reducing traffic speeds over time 
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Narrowing lanes 
Description: 
Striping is used to narrow travel lanes to 10-foot widths. 
Primary Purpose:  


Reduce vehicle speed by creating the perception of a narrower road. Generally, speeds are lower in 
10-foot wide lanes than in 12-foot wide lanes. 
Advantages: 
• Re-striping can include bike lanes. This reduces the vehicular lane width while also providing a 


safe place for bikes to travel. Striping to include bike lanes also reduces the potential for driver to 
drive outside the lane. 


• Striping is easily modified 
 


Disadvantages: 


• Citizens do not always perceive striping to be an effective traffic calming technique 
 
Signs and Signals 
 


Advisory and regulatory signs and signals can assist with many problems addressed by traffic calming. 
Installation of any signs and signals should conform to the standards set forth in the Manual on 
Uniform Traffic Control Devices (MUTCD), as established by the Federal Highway Administration 
 


Turn Movement Prohibition 
 


Description: 
Particular turning movements are prohibited by the installation of enforceable signage at an 
intersection. These signs can be installed to restrict certain turning movements altogether or just for 
certain hours (usually the peak traffic hours). 
 
Primary Purpose: 
Helps to prevent excessive volume on residential neighborhoods during peak hours 
Advantages: 
• Enforceable manner of preventing cut through traffic 


 
Disadvantages: 
• Turn movement prohibition applies to everyone – including residents 
• Can further restrict traffic flow in already congested areas 


 
Other Considerations: 
When restricting turn movement, special care should be given to considering the overall local system 
to prevent moving the problem to another location.  
 
 







 


City of Dunwoody 


Policies and Procedures 
 


Article 3.6 


City of Dunwoody  7   Effective 02/01/2009 
Traffic Calming  Policy 
 


 


One Way Treatment 
 


Description: 
One-way treatment involves having streets or roadways upon which vehicular traffic is allowed to 
travel in one direction only. 
Primary Purpose: 
Increase the safety of a roadway by reducing the number of conflicting movements. One-way 
treatment is not a traffic calming method, but can be used to manage traffic flow in an area.  
 
Advantages: 
• Increases the safety of the roadway by reducing the number of conflicting movements 
• One way treatment of a roadway is enforceable 


 
Disadvantages: 
• Changing a street from a two-way operation to a one-way operation takes a lengthy 


implementation process 
• Changing a street from a two-way operation to a one-way operation may impact emergency 


services or transit systems 
• Changing a street from a two-way operation to a one-way operation requires the consideration of 


the impact on the local system. Steps should be taken to ensure that making a roadway one way 
will not move the problem elsewhere or create new problems. 


• Works best in a system comprised of parallel roads 
 


Other Considerations: 


Emergency services and transit routes should be considered when changing from two-way operation 
to one-way operation. Their opinions will be solicited and weighed appropriately.  


On-street Parking 


Description: 


On street parking provides designated parking spots on the sides of roadways.  


Primary Purpose:  


On-street spaces provide both additional parking and traffic calming benefits. Drivers tend to travel 
more slowly when driving past a lane of parked cars due to a reduction in the perceived travel way. 


Advantages: 


• May reduce the speeds of the passing traffic 
• Increase pedestrian safety – on-street parking provides a greater buffer between the sidewalk and 


the traveling vehicular lanes  
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Disadvantages: 
• Common perception that on-street parking is not aesthetically pleasing 
• Possible difficulty seeing pedestrians crossing at mid-block locations 


 
Other Considerations: 
Parking spaces should be prohibited at least 100’ from an intersection and at least 10’ on both sides 
of a fire hydrant. 
 


 


Gateway and Pavement Treatments  


Description: 


Gateway treatments are decorative entrances indicating transition from one area to another. 
Pavement treatments involve decorative pavement in the form of different colors and textures. 


Primary Purpose:  


Visually alert the driver that they are entering a new area, such as a residential area from an arterial 
road. Gateway treatments can include signs, decorative walls, arches, pillars, hedgerows, etc. 
Pavement treatments can include colored concrete, stamped concrete, or bricks. 
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Advantages: 


• Versatile and easily individualized for each specific neighborhood 
• Aesthetically pleasing 
• Easy to implement with active traffic calming devices 
 
Disadvantages: 
• Limited utility in speed reduction  


 
Other Considerations: 
Gateway treatments should not obscure proper sight distance, therefore making the intersection less 
safe. Structures are not permitted in the public right-of-way. 


 
Increased Patrolling and Target Enforcement 
 


Description: 
Police can intensify coverage for an area of concern, most commonly to enforce speed limits and 
stop signs. 
 
Primary Purpose:  
Increase the awareness of the traveling public of law enforcement and to encourage them to obey 
traffic laws. 
 
Advantages: 
• Citizens perceive as achieving results 
• Decrease in traffic violations in the general area  


 
Disadvantages: 
• Police generally do not have the staff to regularly patrol most residential areas 
• Time that police officers spend patrolling for traffic violators is not directly spent in reducing 


violent crime 
• Many residential roads have insufficient geometric alignment for radar enforcement  
• Increasing patrols and enforcement only reduces speeds in the general area during the period of 


intensified attention. Once the intensity subsides, the traffic violators typically return to their 
previous habits. 


• Enforcement applies to all residents in violation 
 


Other Considerations: 
If heavy truck traffic is an issue, citizens can request that the road be added to the truck route 
prohibition list.  
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Neighborhood Safety and Awareness Program (Neighborhood Watch) 
 


Description: 
Teach techniques motorists, pedestrians, and parents can use to help address speeding issues, and 
increase awareness of their driving habits. Unique programs can be developed for specific cases, such 
as crime awareness or parking enforcement. 
 
Primary Purpose:  
Increase the awareness and activity of the neighborhood. Frequently, it is members of the 
neighborhood who are the most flagrantly violating traffic ordinances (i.e. stops signs or the speed 
limit). 
 
Advantages: 
• Involves the neighborhood actively and regularly in the solution 
• Easily combines with other traffic calming techniques 
Disadvantages: 
• Citizens do not always perceive neighborhood watch programs as effective traffic calming 


techniques 
• Program effectiveness is proportional to neighborhood association involvement 
 


Right-of-Way Clearing 
 


Description: 
Clearing of brush or other objects in the right-of-way that obscure signs or sight distance either along 
roadways or at intersections can improve safety.  
 
Primary Purpose:  
Maintain minimum sight distances along roadway. Sight distances over a certain length may increase 
the speed of a roadway, but sight distances below the minimum adversely affect safety. Clearing the 
right-of-way does not assist in traffic calming, but does assist in improving safety.  
 
Advantages: 
• Potential quick turn-around on a request for the clearing of the right-of-way 
• City program is already in place to trim trees and clear the right-of-way 
• Improve safety of intersections and roadways by providing ample view of signs and improving 


sight distances 
 


Other Considerations: 
The City of Dunwoody encourages Homeowners Associations to keep the right of ways clear. Right 
of way clearing performed by City work crews is done without regard for existing landscaping or 
vegetation. 
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Active Measures 
 


The primary purposes of active traffic calming devices are to reduce the speed of traffic, improve 
bike and pedestrian safety, and raise awareness of traffic problems in a residential area. These 
methods are more expensive than passive devices because they often affect the geometry of the 
roadway, which requires extensive construction and maintenance. Active traffic calming devices 
include speed humps, traffic circles, and splitters. 


 
General advantages of active traffic calming devices: 
• Effective at solving specific traffic issues, especially speeding 
• Raises awareness of drivers to speeding problems 
 
General disadvantages of active traffic calming devices: 
• May pose restrictions for bicycle traffic 
• May negatively impact transit or emergency services 
• Higher cost than passive traffic calming measures 


 
Standard Speed Humps  
 


Description: 
The standard speed hump is a 22-foot long, four to six inch high, and constructed of asphalt or 
concrete, extending the entire width of the roadway which causes vertical displacement of the 
vehicle. The hump consists of two 6 foot long ramps flanking a 10 foot flat section. Humps can be 
colored and/or textured to add aesthetic appeal. 
 
Primary Purpose:  
Reduce vehicle speeds by providing vertical displacement of the vehicle that result in a jolt if the 
vehicle’s speed is too high. 
 
Advantages: 


• Reduces vehicle speeds – encouraging 25 mph vehicle speeds 
• Pose no restrictions for bicycles 
• Do not affect intersection capacity or operation 
 


Disadvantages: 
• Potentially increase traffic noise from braking and acceleration of vehicles, particularly buses 


and trucks 
 


Transit Service Impacts: 
22-foot speed humps create a minor impact to transit scheduling. 
 
Emergency Services Impacts: 
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When speed hump designs are selected for any street, one should consider whether it is used as a 
primary response route. Minor impacts to response time may occur. 
 
Other Considerations: 
Speed humps should not be considered on grades of eight percent or greater. 


Intersection Humps 


Description: 


Similar to the speed hump, the intersection hump slopes are all straight lines and are typically 
constructed out of concrete with a surface treatment or patterning. The top of the intersection hump 
is flat, and the one pictured above extends beyond the boundary of the intersection providing a spot 
close to the curb for pedestrians to safely cross. 
 
Primary Purpose:  


Reduce vehicle speeds at intersections by providing vertical displacement of the vehicle that results in 
a jolt if the vehicle’s speed is too high. They may also provide a place for pedestrians to safely 
navigate the intersection. At an intersection where an all-way stop is unwarranted, an intersection 
hump forces motorists to navigate the intersection more slowly, making them more likely to yield the 
right-of-way to other motorists and pedestrians. 


Advantages: 
• Reduce vehicle speeds – encourage 25 mph vehicle speeds 
• Pose no restrictions for bicycles 
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• Increase pedestrian safety by providing a distinct location for drivers to yield right-of-way 
• Increase intersection safety by providing a distinct location for drivers to yield right-of-way to 


other legs of the intersection 
 


Disadvantages: 
• Potentially increase traffic noise from braking and acceleration of vehicles particularly buses and 


trucks 
 


Transit Service Impacts: 
Intersection humps do not significantly impede transit services. 
 
Emergency Services Impacts: 
When intersection hump designs are selected for any street, one should consider whether it is used as 
a primary response route. Intersection humps may cause difficulty with the turning radii of large 
vehicles. 
 
Other Considerations: 
Intersection humps should not be considered on grades of eight percent or greater. Intersection 
hump may also pose challenges with surface water management.  
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Neighborhood Traffic Circles (Roundabouts) 


Description: 


Traffic circles or roundabouts consist of a landscaped island in the center of the intersection with 
appropriate signage and marking. A driver enters a traffic circle by turning right, after yielding to any 
traffic coming from the left. All turns from a roadway intersection that has a traffic circle are right in, 
right-out. 
 
Primary Purpose:  


Reduce speeds through intersections and assist drivers in proper yielding.  


Advantages: 


• Increase operational safety by reducing the number of conflicting movements  
• Reduce speeds in the intersection 
• Cannot be ignored like an intersection controlled by stop signs 
• May improve intersection capacity and operation 
• Accommodates intersections with a wide range of access points (i.e. three to five way 


intersections) and can include driveways in the intersection 
 
Disadvantages: 


• Provides a potential obstruction for collision 
• Maintenance costs increase over all-way stop due to increased landscaping and/or pavement 


 
Transit Service Impacts: 
Traffic circles can be designed such that buses can navigate left turns by going the wrong way 
through a traffic circle. On roads with high average daily traffic that would make such maneuvers 
infeasible, traffic circles should be designed large enough for buses to navigate. 
 
Emergency Services Impacts: 
Traffic circles can be designed such that emergency service vehicles can navigate left turns by going 
the wrong way through a traffic circle. On roads with high average daily traffic that would make such 
maneuvers infeasible, traffic circles should be designed large enough for emergency service vehicles 
to navigate.  
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Splitters (short median) 


Description: 


Splitter islands divert traffic laterally, often narrowing the roadway, while providing one-way flow for 
short intervals. Splitters are frequently landscaped for aesthetic appeal. 
 
Primary Purpose:  
Reduce though traffic speeds. 
 


Advantages: 
• Reduce speeds on roadways through lateral deflection and roadway narrowing 
• Provide areas for landscaping and improving the aesthetic value of the neighborhood 
• Provide locations for safer mid-block pedestrian crossings 
• Allowable on grades of eight percent or higher 
 
Disadvantages: 
• Create obstructions for potential collision 
• Maintenance costs increase due to increased landscaping and/or pavement 
 
Transit Service Impacts: 
There is no significant impact to transit services. 
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Emergency Services Impacts: 
There is no significant impact to emergency services. 
 
Other Considerations: 
• Driveways with access directly to the splitter are not allowable. If there is hardship in the 


placement of splitters due to driveway locations, chicanes could be considered instead.  
• Installation of a splitter island requires modifying the adjacent property. While this work can 


usually be done within the right of way, it impacts perceived property.  
• Visibility of the device should be optimized through the use of raised pavement markers, 


striping, and signs. 
 


Chicanes (deflectors) 
 


Description: 
Chicanes change the physical characteristics of a roadway section from an existing straight alignment 
to a series of horizontal curves, causing horizontal displacement of the vehicle. 
 
Primary Purpose:  


Reduce vehicle speeds by providing horizontal deflection and a narrowed vehicle travel path, as well as 
potentially reducing sight distance that is too great for desired speed 
 


 
 


Advantages: 
• Reduce vehicle speeds with less impact on emergency service vehicles 
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• Pose no restrictions for bicycle 
• Allowable on grades of eight percent or higher 


 
Disadvantages: 
• Existing driveways can limit placement  
• Create obstructions for potential collision 
• Maintenance costs increase due to increased landscaping and pavement 
• May pose challenges with surface water management 


  
Transit Service Impacts: 


There is no significant impact to transit services. 
 
Emergency Services Impacts: 
There is no significant impact to emergency services. 
Other Considerations: 
Visibility of the device should be optimized through the use of raised pavement markers, striping, 
and signs. 


 


 
 
 
Chokers (neck-downs) 


Description: 
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Chokers narrow a street at an intersection or mid-block by construction of a wider sidewalk, 
landscape strip, or gateway treatment. Alternatively, lanes can be reduced to 10’ by moving the curb 
lines. 
 
Primary Purpose:  


Reduce vehicle speeds by providing horizontal deflection and a narrowed vehicle travel path, as well 
as potentially reducing sight distance that is too great for desired speed. 


Advantages: 


• Reduce vehicle speeds with less impact on emergency service vehicles 
• Provide shorter pedestrian crossing distances and better motorist-pedestrian visibility  
• Discourage truck traffic 
• Allowable on grades of eight percent or higher 


 
Disadvantages: 


• Existing driveways can limit placement 
• Create obstruction for potential collision 
• Potentially impede bicycle safety and mobility 
• Maintenance costs increase due to increased landscaping and pavement 
• May pose challenges with surface water management  
• May result in the loss of curbside parking 


 


Transit Service Impacts: 


There is no significant impact to transit services. 


Emergency Services Impacts: 


There is no significant impact to emergency services. 


Other Considerations: 


Visibility of the device should be optimized through the use of raised pavement markers, striping, 
and signs 
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Exit-only/one way entry treatment 


Description: 


Similar to a choker, this treatment restricts the intersection such that either entry or exit movements 
are allowed, but not both. 
 
Primary Purpose:  


More effectively manage traffic patterns within a neighborhood. 


Advantages: 


• Reduce the number of conflicting movements in that intersection 
• Reduce the need for future installation of traffic signals 
• Restrict vehicular access while retaining bicycle and pedestrian access 
• Provide safer areas for pedestrians to cross the intersection 
• Do not create dead-end streets, making routes more direct, compared to road closures 
• Reduce motorist speeds  
• Alternative to a one-way street designation that allows residents within the block to continue to 


use the street for two-way travel  
Disadvantages: 
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• May relocate traffic to other locations where the desired movement opportunities exist 
• May inconvenience local residents who may be forced to drive longer, more circuitous routes to reach their 


destination 
• Maintenance costs increase due to increased landscaping and/or pavement 
• Easy to violate because they only block half the intersection 


 


Transit Service Impacts: 


To minimize the negative effect transit routes should be planned to accommodate barriers. However, 
they should not be placed at any location where transit service performs a relevant turning 
movement. 


Emergency Services Impacts: 


There is no significant impact to emergency services. 
Other Considerations: 


These treatments should be planned considering the impact on overall traffic patterns in the area. 
Storm water drainage can be a significant consideration. 


 


 
Curb extensions 
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Description: 


Curb extensions narrow the roadway to make pedestrian crossing faster and safer. They can be 
installed either at intersections or mid-block. 
 
Primary Purpose:  


Improve pedestrian safety by reducing the street crossing distance and increasing sight distance. Curb 
extensions are similar to chokers (neck-downs) and chicanes, but their primary purposes differ.  


Advantages: 


• Reduce pedestrian crossing distance and time 
• Make pedestrian crossing points more visible to drivers 
• Prevent vehicles from passing other vehicles that are turning at an intersection 
• Provide transition from a through lane to on street parking, dependant upon road width 
• Visually enhance the street through landscaping or textured treatment 
 


Disadvantages: 


• May reduce the amount of on-street parking 
• Makes accommodating full bicycle lanes difficult 
 


Transit Service Impacts: 


Enhance service by moving the curb so riders step directly between the sidewalk and bus door. 


Emergency Services Impacts: 
There is no significant impact to emergency services. 
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Modified intersections 


Description: 


Barriers that restrict movement may be located at problem intersections. Pictured above is a right-in, 
right-out intersection that restricts all left turn movements to and from the minor road. Other 
possibilities include increasing or decreasing the curb radii to encourage different turning speeds at 
the intersection. 
Primary Purpose:  


Control traffic flow though neighborhoods. 


Advantages: 


• Improve safety by reducing the number of conflicting movements in that intersection 
• Reduce local street volumes 
• Reduce the need for future traffic control 
• Restrict vehicular access while retaining bicycle and pedestrian access 
• Provide safer areas for pedestrians to cross the intersection 
• Reduce the speeds at intersections 


 


Disadvantages: 
• May relocate traffic to other locations where turning opportunities exist 
• May inconvenience local residents who are forced to drive longer, more circuitous routes to 


reach their destination 
• Maintenance costs increase due to increased landscaping and/or pavement 
 







 


City of Dunwoody 


Policies and Procedures 
 


Article 3.6 


City of Dunwoody  23   Effective 02/01/2009 
Traffic Calming  Policy 
 


 


Transit Service Impacts: 


To minimize the negative effect, transit routes should be planned to accommodate modified 
intersections. They should not be placed at any location where transit service performs a relevant 
turning movement. 


Emergency Services Impacts: 


Even though these barriers would restrict turns for emergency vehicles, they can be designed and 
installed to provide for emergency access. If desired, the modification can be constructed with 
breakaway posts and striping, which would allow emergency services while strongly discouraging the 
target movements. 


Other Considerations: 


Striping is easily violated. 
 
 


 
 
 
 
Median Barriers 


Description: 


Provide a physical barrier on the major street at an intersection that can effectively eliminate left 
turns from the major street onto the minor street as well as eliminate minor street straight-through 
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traffic and left turn traffic across the major street. Median barriers usually consist of a concrete 
curbed island with a decorative landscaping and/or surface treatment. 
 
Primary Purpose:  


Restrict traffic flow 


Advantages: 


• Improve safety by reducing the number of conflicting movements in that intersection 
• Reduce local street volumes 
• Negate the need for future traffic signals 
• Restrict vehicular access while retaining bicycle and pedestrian access 
• Provide safer areas for pedestrians to cross the intersection 


 


Disadvantages: 
 
• May relocate traffic to other locations where left-turn opportunities exist 
• May inconvenience local residents who may be forced to drive longer, more circuitous routes to 


reach their destination 
• Maintenance costs increase due to increased landscaping and/or pavement 


 
Transit Service Impacts: 


To minimize the negative effect, transit routes should be planned to accommodate median barriers. 
They should not be placed at any location where transit service performs a relevant turning 
movement. 


Emergency Services Impacts: 


Even though median barriers would restrict turns for emergency vehicles, they can be designed and 
installed to provide for emergency access. If desired, the median can be constructed with breakaway 
posts and striping or roll back/mountable curbing, which would allow emergency services while 
strongly discouraging left turns. 


Other Considerations: 


A full median with no breaks can also be used to prohibit all left turns.  
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Appendix B – Sample Petition Letter and Forms 


A sample petitions form follows. The petition form includes multiple signatures and could be carried 
around by volunteers, mailed/distributed to each household or kept in a central location.  
Neighborhoods have had success with multiple distribution methods, and Public Works staff is 
available to offer advice and suggestions. 
 
All petitions submitted must have certain features. Most importantly, the property owner(s) must 
clearly indicate they are in favor of traffic calming devices on the neighborhood streets. The street 
address of the property should be indicated, along with printed name(s) of the owner. Please note 
that all listed property owners must sign the petition or a ‘no’ vote will be recorded for the property.  
 
Submitted petitions should include a cover letter from the HOA Board, neighborhood president, or 
other responsible party attesting that all signatures are correct and valid to the best of their 
knowledge. The letter should also specify that the petition supports the type of and number of traffic 
calming devices proposed by Transportation staff as the suggested solutions. 







 


 


 


 
City of Dunwoody 


Traffic Calming Program 
Date 


 


Street Name 


 


 


TRAFFIC CALMING MEASURES: 


Speed Tables 


 


 


NUMBER OF LOTS IN AFFECTED AREA 


 


 


STREETS IN AFFECTED AREA: 


Names of Streets 


 


 


 


EXPIRATION DATE 


 


 


 


ANNUAL MAINTENANCE COST PER PROPERTY OWNER 


 


 







 


 


PETITION PROCESS ON THE OTHER SIDE 
 


CITY OF DUNWOODY 
TRAFFIC CALMING 


 
TRAFFIC CALMING PETITION AND COVER LETTER 


The objective of the City of Dunwoody Traffic Calming Program is to provide property owners a means of addressing 
speeding related problems in their communities. This petition provides that the opportunity for the attached area, determined 
to be the “affected area”. The City’s program provides a process by which traffic calming measures such as speed tables, bike 
lanes, center traffic islands, splitter islands, and striping can be implemented on the City-maintained neighborhood roads. 
Engineering studies must support the desired results and 75% or more of the affected property owners must favor the 
installation. 


THE PETITION PROCESS 
To have Speed Tables or a combination of other active traffic calming measures installed in a City of Dunwoody 
neighborhood, a completed petition must be submitted to the City of Dunwoody Public Works. All affected property owners 
in the subdivision should be contacted by the stakeholder(s) or liaison and given an opportunity to sign this petition indicating 
a yes or no response to traffic calming. Unless the property is undergoing a change of ownership (documentation needed), a 
wife’s or husband’s signature alone will not be acceptable if that person is not the legal homeowner. If both husband and wife 
are joint legal owners, both signatures are required (a Mr. & Mrs. signature is not acceptable; owners must sign individually). 
ALL PROPERTY OWNERS OF RECORD MUST SIGN THE PETITION. This also applies to owners of 
undeveloped lots. Rental tenants are not an acceptable substitute for the legal homeowner. All valid signatures must be on the 
official traffic calming final petition form. Any other deviations will be an invalid part of the final petition certification process. 
Witness signatures are required to verify property owners’ signatures. The determining percentage will be calculated based on 
individual lots where owners sign affirmatively, divided by the total number of lots in the Affected Area. Homeowners 
representing 75% or more of the affected properties must vote in favor of traffic calming measures


 


 before petitions can be 
presented to the Board of Commissioners. For subdivisions not completely built out, a minimum of 80% of the total units 
must be occupied before a petition for the installation of speed tables will be considered. 


Removal of Previously Installed Traffic Calming Measures can proceed if the City is presented a petition requesting 
removal. At least 65% of the property owners must vote in favor of removal. Rules governing the signing of the petition and 
procedure for calculating approval percentages are the same as those used in the installation approval process. Such a petition 
for removal will only be considered after a period of at least one year after installation. 
 
Completed petitions must be signed, witnessed, and returned to this office where signatures will be verified using tax records 
and land lot maps. Petitioners will have 90 days from the date of the announced proposal to submit the petition; otherwise the 
proposal will be automatically rejected. Petitions meeting verification and qualification requirements will be presented to the 
Board of Commissioners. A public hearing will be announced and the Board of Commissioners will approve or disapprove all 
qualifying petitions at that time. 


The installation of traffic calming measures will not be considered final until the measures are inspected by Traffic Calming for 
compliance with design specifications. Annual maintenance charges will be added to the property tax bills at the end of the 
year in which the measures are installed. Each platted lot in the affected area, whether developed or not, will be subject to the 
assessed charges. A yes or no vote can NOT be changed, removed, or altered after the petition has been received or stamped 
by the City Traffic Calming. 


ADDITIONAL INFORMATION 


 
INFORMATION CONTAINED ON THIS PETITION MAY BE SUBJECT TO DISCLOSURE IN 
ACCORDANCE WITH THE OPEN RECORDS LAW, O.C.G.A. CODE SECTION 50-18-70. 
 
 
 
 
 
 
 
 


ALL PETITIONS MUST BE SUBMITTED ON OFFICAL PREPRINTED FORMS 
                                                              COVER SHEET ON THE OTHER SIDE                        Revised 09-17-09 


RETURN COMPLETED PETITIONS TO: City of Dunwoody  
Public Works Department 


      41 Perimeter Center E. 
      Suite 250 
      Dunwoody, GA 30356 
       







 


 


STREET NAME 
 CITY OF DUNWOODY TRAFFIC CALMING PETITION   PAGE ____ OF ____ 
 
The undersigned property owners understand the purpose of this petition and hereby accept or reject, as indicated herein, the 
proposal being presented. It is further understood that an acceptance of 65% or more of property owners in the affected area 
on this petition, indicated by the number of “yes” votes, signifies approval for the City of Dunwoody to implement a 
proposed measure. This approval and selection of a particular measure allows the City to assess annual maintenance charges 
for the installed measure(s) to all property designated to be in the “Affected Area” upon the approval of this petition by the 
Board of Commissioners. 
 
_____________________________________   
Street Name       Subdivision Name 


__________________________________________ 


____ ____  1.  ____________________________  
No Yes   Print Name (Last, First)    Print Name (Last, First) 


_____________________________ 


    ____________________________  
    Home Address     Daytime Telephone Number 


_____________________________ 


    ____________________________  
    Signature     Signature 


_____________________________ 


      
      Witness  


______________________________________ 


____ ____  2.  ____________________________  
No Yes   Print Name (Last, First)    Print Name (Last, First) 


_____________________________ 


    ____________________________  
    Home Address     Daytime Telephone Number 


_____________________________ 


    ____________________________  
    Signature     Signature 


_____________________________ 


      
      Witness  


______________________________________ 


____ ____  3.  ____________________________  
No Yes   Print Name (Last, First)    Print Name (Last, First) 


_____________________________ 


    ____________________________  
    Home Address     Daytime Telephone Number 


_____________________________ 


    ____________________________  
    Signature     Signature 


_____________________________ 


      
      Witness  


______________________________________ 


____ ____  4.  ____________________________  
No Yes   Print Name (Last, First)    Print Name (Last, First) 


_____________________________ 


    ____________________________  
    Home Address     Daytime Telephone Number 


_____________________________ 


    ____________________________  
    Signature     Signature 


_____________________________ 


      
      Witness 


______________________________________ 


 
ALL PETITIONS MUST BE SUBMITTED ON OFFICAL PREPRINTED FORMS 


DESIGN ON OTHER SIDE 





		9-21-08 Traffic Calming Discussion

		Traffic Calming Policy draft

		I.  Introduction

		Because of increased congestion on the City’s arterial and collector road network, combined with driver’s desires to find shorter travel routes, drivers frequently seek alternate travel routes.  Frequently, the routes include the City’s local and resi...

		Traffic Calming as defines by the Institute of Transportation Engineers (ITE), is the use of physical and psychological devices “to reduce the negative effects of motor vehicle use, alter driver behavior and improve conditions for non-motorized street...

		While each neighborhood and each situation may be somewhat unique, a systematic approach is taken by the Traffic Calming Program.  Thus, the same definitions and criteria, as outlined in this policy, are applied in all cases.   As a part of that appro...



		Minimum Requirements

		In order for the installation of Traffic Calming Measures to be considered, the following criteria must be met:

		Only streets classified as Local and/or Residential with a speed limit of 30 mph or less are eligible for the Traffic Calming Program.

		Streets classified as Arterial, Collector, and/or Thoroughfare are Not Eligible for Traffic Calming.

		Daily Traffic Volumes (ADT) must be between 400 and 4000 Vehicles Per Day, or the Peak Hour Volume must exceed 100 Vehicles Per Hour.

		The 85PthP Percentile speed as measured by a speed study must be 11 mph greater than the posted speed limit of the street.

		The traffic study must show that the Traffic Calming techniques will not divert traffic on to other local and/or residential streets in the study area.

		Emergency Vehicle access must be preserved

		Pedestrian and Bicycle access must be preserved

		The neighborhood Traffic Calming plan shall be designed using sound planning practices and engineering judgment.

		Definitions

		Traffic Calming Process

		Homeowners’ Association, neighborhood group, or individual reports can request a Traffic Calming Project for their neighborhood or street by submitting an Application Form (Appendix A)

		Public Works Department with schedule and conduct an Initial Meeting with the Neighborhood Coordinator to discuss:

		Public Works Department will conduct appropriate studies, as approved by City Manager, to determine the existence and extent of the problem

		If the results of the study indicate there is no traffic problem, the neighborhood will be informed in writing

		If the results of the study indicate there is a traffic problem, Public Works staff will develop a traffic calming report, including suggested Ssolutions Spassive and active measures.

		Public Works staff schedules a neighborhood meeting to discuss study findings, suggested SsolutionsS passive and active measures, definition of the affected area, anticipated costs, and the petition process

		Public Works will prepare a preliminary design of the proposed SsolutionS passive and active measures and prepare the formal petitions for the Neighborhood Coordinator to distribute for signature.

		To show awareness and consensus for the proposed traffic calming plan, the neighborhood must submit a petition to Public Works with signatures of S90% of the households in the Affected Area of withS 75% of the households approving the proposed plan (s...

		Public Works shall verify the signatures on the petition and, once verified, will develop a final project design and cost, based on the suggested SsolutionS passive and active measures.

		Final design and cost for any active measures will be presented to the Mayor and City Council for funding and approval

		Passive measures and/or any needed modifications or temporary measures may be implemented and studies for effectiveness before active measures are installed.

		Upon City Council approval and the allocation of funds in the City budget, Sand payment of 50% of the anticipated cost by the neighborhoodS, the traffic calming project will be implemented at the direction of the Public Works Department.

		Each property in the affected area will be assessed a $25 fee per year on their property tax bill for maintenance of the Traffic Calming Devices, beginning the year after the devices are installed.

		Within 6 months of project installation, Public Works staff will conduct follow-up studies to measure project effectiveness



		Removal of Traffic Calming Devices

		Appendix A – Example Traffic Calming Measures

		Passive Measures

		Active Measures

		Provides a potential obstruction for collision

		Maintenance costs increase over all-way stop due to increased landscaping and/or pavement

		Create obstructions for potential collision

		Maintenance costs increase due to increased landscaping and/or pavement



		Existing driveways can limit placement

		Create obstructions for potential collision

		Maintenance costs increase due to increased landscaping and pavement



		Existing driveways can limit placement

		Create obstruction for potential collision

		Potentially impede bicycle safety and mobility

		Maintenance costs increase due to increased landscaping and pavement

		May relocate traffic to other locations where the desired movement opportunities exist

		May inconvenience local residents who may be forced to drive longer, more circuitous routes to reach their destination

		Maintenance costs increase due to increased landscaping and/or pavement

		Easy to violate because they only block half the intersection



		Appendix B – Sample Petition Letter and Forms
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AN ORDINANCE AMENDING CHAPTER 17 OF THE CITY OF DUNWOODY CODE 


OF ORDINANCES BY REVISING THE TRAFFIC CALMING MEASURES POLICY 
 


WHEREAS, the City of Dunwoody is charged with safeguarding the safety, health and 
welfare of the citizens of the City; and 


 
WHEREAS,  the City of Dunwoody has heretofore adopted an ordinance for Traffic and 


Public Roadways, Traffic Calming Measures,  as set forth in Chapter 17, 
Article 5 of the Code of the City of Dunwoody (the “Code”); and 


 
WHEREAS,  the provisions of Chapter 17, Article 5 established a Traffic Calming Measure 


policy that was previously adopted and implemented by DeKalb County, 
Georgia within the boundaries of the City of Dunwoody; and 


 
WHEREAS,  the Mayor and City Council have determined that it may be appropriate to 


amend the ordinance to establish a Traffic Calming Measures policy that is 
reflective of the goals and values of the City of Dunwoody.  


 
 THEREFORE, Mayor and City Council of the City of Dunwoody hereby ordain: 
 
 Section 1:  The Traffic and Public Roadways Ordinance, Chapter 23 of the City of 
Dunwoody Code of Ordinances, is hereby amended by deleting Article 5 in its entirety and replacing 
it to read as follows: 
 
 Article 5: Traffic Calming Measures 
 
 Section 1: Program Established 
 


There is established a Traffic Calming program whereby eligible neighborhoods may petition 
the City to authorize installation of traffic calming measures within their neighborhood.  The 
Public Works Department shall create and maintain a policy that the City Council shall 
approve by Resolution, for establishment of Traffic Calming Districts and the 
implementation of traffic calming measures. 
 
Section 2: Council Approval 
 
Prior to the installation of any traffic calming measures, the City Council shall approve by 
Resolution the establishment of each such Traffic Calming District, pursuant to the policy 
created by the Public Works Department and approved by the City Council. 


 
Section 2:  This Amendment shall become effective immediately upon its adoption by the 


City Council, and incorporated into the Code of the City of Dunwoody, Georgia.  This Amendment 
hereby repeals any and all conflicting ordinances and amendments. 
 


SO ORDAINED, this ___ day of _________________, 2009. 
 
          


[SIGNATURES ON FOLLOWING PAGE] 
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Approved: 


 
 
         ________________________ 
         Ken Wright, Mayor 
 
ATTEST:      Approved as to Form and Content: 
 
 
__________________________   ____________________________ 
Sharon Lowery, City Clerk    Brian Anderson, City Attorney 
(Seal) 
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MEMORANDUM 


To: City of Dunwoody Mayor & City Council  


From: Community Development Staff 


Date: September 21, 2009 


Subject: Discussion of Public Noticing Requirements for Zoning Actions 


 
 
Based upon continuing discussions begun in June among the City Council membership and the community 
development staff, it is agreed that at this time it would be prudent for the City of Dunwoody to examine and 
potentially amend its previously approved procedure for noticing requirements regarding zoning actions for both 
the Mayor & City Council meetings and for Zoning Board of Appeals meetings. 
 
Staff has examined current policy for public notice and its relationship to both the Zoning Ordinance and the State 
of Georgia Zoning Procedures Act.   
 
Zoning Procedures Law, O.C.G.A. §36-66-4, which reads in part: “A local government taking action resulting in a 
zoning decision shall provide for a hearing on the proposed action. At least 15 but not more than 45 days prior to 
the date of the hearing, the local government shall cause to be published within a newspaper of general circulation 
within the territorial boundaries of the local government a notice of the hearing. The notice shall state the time, 
place, and purpose of the hearing.” 
 
This state statute is the source of City of Dunwoody’s Ch. 27, §5A-18(a) and §5D-16(c), which are portions of the 
binding codes related to the public hearing notification process for Zoning Map amendments (commonly referred 
to as ‘rezonings’), Zoning Ordinance text amendments, Comprehensive Plan Land Use Map amendments, Special 
Land Use Permits, Variances, Special Exceptions, Appeals of Administrative Decisions and Annexations. 
 
The later sub-parts of those Zoning Code sections (§5A-18(b) §5D-16(a & b) entail the posting of Public Hearing 
signs on site and staff mailings informing adjoining property owners of a proposed action. Signage content 
requirements are based on select portions of §36-66-4. 
 
These two codes, §5A & §5D, are the guide currently used by staff for the noticing of zoning actions. In the interim 
between submission and the hearing, staff completes or observes opportunities for: 


• a preliminary review 
• the applicant to submit revised and/or amended plans if necessary (pursuant to §5A-6) 
• newspaper advertisements 
• property owner mailings 
• on-site signage 
• a substantive, multi-departmental review 
• a staff memo to be written and delivered to the Board assigned to hear the application seven days in 


advance of the Hearing. 
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The schedule for these reviews and actions was developed by staff and approved by the City Council, pursuant to 
§5A-6(a). The most-recent discussions about the process and procedures center around the time at which the 
applications are made public, the frequency of the notices, and the size of the signs posted on site when required. 
 
The items specifically addressed by the City Council that need to be addressed by this Public Hearing process are: 
 


• Amend current code language to create a size requirement of on-site signage of 12sqft (§5A-18(b)(2)(b) and 
§5D-16B). Staff is currently researching the price for these new signs, both materials and labor. Staff further recommends that 
the applicant pay for the installation of these signs and show evidence that the sign was successfully and properly erected on site. 


• Amend the requirement to increase the size of the text on signs to 4 inches (§5A-18(b)(2)(b) and §5D-16B). 
• Amend the verbiage related to adjoining property owner mailings to increase the distance to 500 feet from 


250 feet. (§5A-18(b)(1) and §5D-16A). 
• Require the posting of the agenda and board packages to the website for all boards. This is currently department 


policy, but not specifically codified in the zoning ordinance. Staff has been cautioned on more than one occasion by the City 
Attorney against codifying more stringent requirements than required by State Law with regard to noticing and the 
dissemination of information in a public manner. 


• Require that the posting to the city website of agenda with backup information be made at the time that 
signs are posted/letters mailed/Crier ads run (essentially no less than 15 days prior to the Public Hearing). It 
is not anticipated that this would be a challenge to implement as a policy change, but staff cautions against implementing the 
procedure as a code requirement. 


• Signs for the ZBA and signs for the Mayor & City Council process should be different colors for viewer 
clarity. Again, it is not anticipated that this would be a challenge to implement as a policy change, but staff cautions against 
implementing the procedure as a code requirement. 


 


1. A motion to amend §5A-18(b)(2)(b) and §5D-16B, increasing the size of Public Hearing signage to 12 
square feet:  Motion opposed (7-0), as 12sqft was viewed as too big. The size of sign should only be large 
enough to accommodate #2, below. 


Community Council 
 
At their regular August 2009 meeting, the Community Council deliberated the above conversation points. The 
initial free-formed discussion began with an explanation by staff of the purpose of the amendment, and that the side 
effect of codifying many of the above items will be the lengthening of the process. It was generally agreed upon by 
the Community Council that more noticing of the Community Council meetings is a good thing, but the 
lengthening of the process was a negative consequence of that additional noticing. 
 
Following the early discussion, a number of motions were made relating to the above bullet points: 
 


2. A motion increasing the text size of Public Hearing signage: the Community Council believes 4 inches is too 
big.  2 ½ inches maximum is fine. However lettering should be printed, never hand written. (Motion 
approved 7-0) 


3. A motion to increase the mailing notification distance from the subject property:  Yes, an increase of an 
additional 250 feet for a total of 500 feet (Motion approved 5-2 with Crean and Dwyer opposed). 


4.  A motion to address requiring staff to post the agenda with backup info to the city website at the time that 
signs are posted/letters mailed/Crier ads run, as well as codifying the color of Public Hearing signs in code 
itself: Motion opposed on all counts. The Community Council embraces the idea and supports making 
those changes as a matter of staff internal policy, but is opposed to the idea of putting that specific language 
in the Zoning Ordinance. 







 
 


City of Dunwoody Mayor & City Council – September 21, 2009 


 
 
Further recommendations about the Community Council process were made at the same meeting: 
 


1. Some on the Community Council feel that they need to be able to table applications for a month. Mr. 
Cosgrove and Mr. Dwyer were opposed to this idea. 


2. The Community Council doesn’t feel they need to get packets when the notices are posted.  They prefer the 
system that is in place today. 


3. It was noted at the meeting that the size of the legal ads published in The Crier is acceptable.  However, staff 
is to ensure that the ads don’t get smaller. It should be noted that staff has no editorial authority to mandate the size of 
Public Hearing advertisements in The Crier. 


 


1. On-site signage, when required, shall expand to 12 square feet. 


Planning Commission 
 
At their September 8, 2009 Public Hearing, the Planning Commission considered the input from the Community 
Council as well as conducted their own panel discussion on the proposed text amendment. The motion put forward 
and approved 4-0 was to change the code language appropriately to affect the following changes: 
 


2. All text on signage shall be printed (not hand-lettered) and no smaller than 3 inches tall. 
3. Increase the distance for Adjoining Property Owners mailings to 500 feet. 
4. Signage displayed shall be different colors for different actions, as determined by staff, e.g. blue for variance 


items, red for special land use permits, yellow for rezonings, etc. 
5. Specifically reference, either in code or on application documents, that the cost of signage is specifically an 


add-on to the applicant. 
 
The Commissioners do not wish to accelerate the timeline for when staff memos are disseminated, nor do they seek 
to specifically codify the process for when memos are generated and distributed. The policy for those actions 
should remain staff policy and not appear as a more stringent standard in the text of the Zoning Ordinance. 
 
Recommendation 
 
Staff is able to implement these changes as a policy change whenever necessary. Were it the City Council’s pleasure, 
the changes noted could instead be codified in the City Zoning Ordinance and a scheduled date of implementation 
could be established as a beginning date. Staff is not opposed to implementing the text amendments to bulk 
standards, such as sign square footage, text height and mailing distances. However, following the advice of the City 
Attorney, staff opposes codifying more stringent requirements than required by State Law with regard to noticing, 
and the dissemination of information in a public manner, such as staff reports and on-site signage. 
 


1. O.C.G.A. §36-66-4 


Attachments 
 


2. Dunwoody schedule of application deadlines 







TITLE 36.  LOCAL GOVERNMENT   
PROVISIONS APPLICABLE TO COUNTIES AND MUNICIPAL CORPORATIONS   
CHAPTER 66.  ZONING PROCEDURES  
 
O.C.G.A. § 36-66-4  (2009) 
 
§ 36-66-4.  Hearings on proposed zoning decisions; notice of hearing; nongovernmental initiated 
actions; reconsideration of defeated actions; procedure on zoning for property annexed into 
municipality  
 
   (a) A local government taking action resulting in a zoning decision shall provide for a 
hearing on the proposed action. At least 15 but not more than 45 days prior to the date of the 
hearing, the local government shall cause to be published within a newspaper of general 
circulation within the territorial boundaries of the local government a notice of the hearing. 
The notice shall state the time, place, and purpose of the hearing. 
 
   (b) If a zoning decision of a local government is for the rezoning of property and the 
rezoning is initiated by a party other than the local government then: 
 
         (1) The notice, in addition to the requirements of subsection (a) of this Code section, 
shall include the location of the property, the present zoning classification of the property, 
and the proposed zoning classification of the property; and 
 
         (2) A sign containing information required by local ordinance or resolution shall be 
placed in a conspicuous location on the property not less than 15 days prior to the date of 
the hearing. 
 
  (c) If the zoning decision of a local government is for the rezoning of property and the 
amendment to the zoning ordinance to accomplish the rezoning is defeated by the local 
government, then the same property may not again be considered for rezoning until the 
expiration of at least six months immediately following the defeat of the rezoning by the 
local government. 
 
  (d) If the zoning is for property to be annexed into a municipality, then: 
 
   (1) Such municipal local government shall complete the procedures required by this 
chapter for such zoning, except for the final vote of the municipal governing authority, prior 
to adoption of the annexation ordinance or resolution or the effective date of any local Act 
but no sooner than the date the notice of the proposed annexation is provided to the 
governing authority of the county as required under Code Section 36-36-6; 
 
   (2) The hearing required by subsection (a) of this Code section shall be conducted prior to 
the annexation of the subject property into the municipality; 
 
   (3) In addition to the other notice requirements of this Code section, the municipality 
shall cause to be published within a newspaper of general circulation within the territorial 
boundaries of the county wherein the property to be annexed is located a notice of the 
hearing as required under the provisions of subsection (a) or (b), as applicable, of this Code 







section and shall place a sign on the property when required by subsection (b) of this Code 
section; and 
 
   (4) The zoning classification approved by the municipality following the hearing required 
by this Code section shall become effective on the later of: 
 
      (A) The date the zoning is approved by the municipality; 
 
      (B) The date that the annexation becomes effective pursuant to Code Section 36-36-2; or 
 
      (C) Where a county has interposed an objection pursuant to Code Section 36-36-11, the 
date provided for in paragraph (8) of subsection (b) of said Code section. 
 
(e) A qualified municipality into which property has been annexed may provide, by the 
adoption of a zoning ordinance, that all annexed property shall be zoned by the 
municipality, without further action, for the same use for which that property was zoned 
immediately prior to such annexation. A qualified county which includes property which 
has been deannexed by a municipality may provide, by the adoption of a zoning ordinance, 
that all deannexed property shall be zoned by the county, without further action, for the 
same use for which that property was zoned immediately prior to such deannexation. A 
municipality shall be a qualified municipality only if the municipality and the county in 
which is located the property annexed into such municipality have a common zoning 
ordinance with respect to zoning classifications. A county shall be a qualified county only if 
that county and the municipality in which was located the property deannexed have a 
common zoning ordinance with respect to zoning classifications. A zoning ordinance 
authorized by this subsection shall be adopted in compliance with the other provisions of 
this chapter. The operation of such ordinance to zone property which is annexed or 
deannexed shall not require any further action by the adopting municipality, adopting 
county, or owner of the property annexed or deannexed. Property which is zoned pursuant 
to this subsection may have such zoning classification changed upon compliance with the 
other provisions of this chapter. 
 
(f) When a proposed zoning decision relates to or will allow the location or relocation of a 
halfway house, drug rehabilitation center, or other facility for treatment of drug dependency, 
a public hearing shall be held on the proposed action. Such public hearing shall be held at 
least six months and not more than nine months prior to the date of final action on the 
zoning decision. The hearing required by this subsection shall be in addition to any hearing 
required under subsection (a) of this Code section. The local government shall give notice 
of such hearing by: 
 
   (1) Posting notice on the affected premises in the manner prescribed by subsection (b) of 
this Code section; and 
 
   (2) Publishing in a newspaper of general circulation within the territorial boundaries of the 
local government a notice of the hearing at least 15 days and not more than 45 days prior to 
the date of the hearing.    Both the posted notice and the published notice shall include a 
prominent statement that the proposed zoning decision relates to or will allow the location 
or relocation of a halfway house, drug rehabilitation center, or other facility for treatment of 







drug dependency. The published notice shall be at least six column inches in size and shall 
not be located in the classified advertising section of the newspaper. 
 
HISTORY: Code 1981, § 36-66-4, enacted by Ga. L. 1985, p. 1139, § 1; Ga. L. 1996, p. 1009, § 2; 
Ga. L. 1998, p. 856, § 3; Ga. L. 1998, p. 1392, § 1; Ga. L. 2004, p. 69, § 19. 
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		Subject: Discussion of Public Noticing Requirements for Zoning Actions



		TITLE 36-66-4

		calendars






STATE OF GEORGIA 
CITY OF DUNWOODY  ORDINANCE 2009-XX-XX 
 


  
Page 1  


  


 
AN ORDINANCE AMENDING CHAPTER 27 OF THE CITY OF DUNWOODY CODE 
OF ORDINANCES BY AMENDING CERTAIN PUBLIC NOTICE REQUIREMENTS 


FOR ZONING ACTIONS 
 


WHEREAS,  the City of Dunwoody Zoning Ordinance, Chapter 27 of the City of 
Dunwoody Code of Ordinances, currently delineates certain requirements 
for sing postings on properties notifying the property owners of a pending 
zoning action; and 


 
WHEREAS,  the City Council, in an attempt to make sure that the citizens of Dunwoody 


are aware of all the zoning actions that proceed through the Council, 
including rezonings, variances, land use permits, etc.; and 


 
WHEREAS, in order to provide for an easier notice to the citizens of Dunwoody of the 


proposed zoning actions, the it may be prudent to increase the size of the 
signs and lettering on those signs that are posted on surrounding and 
adjacent properties; and 


 
WHEREAS, the Community Council met at their regular session in August, 2009 to 


discuss the proper implementation of these recommendations and the 
Planning Commission met on September 8, 2009 to consider same; and 


 
WHEREAS, A properly-advertised public hearing has been held on September 21, 2009 


during the First Read of this Ordinance and the Second Read of this 
Ordinance and adoption is being held on September 28, 2009.  


 
 THEREFORE, Mayor and City Council of the City of Dunwoody hereby ordain as 
follows:  
 
 Section 1


Sec. 5A-18.  Notice of Public Hearings. 


:  The City of Dunwoody Zoning Ordinance, Chapter 27 of the City Code of 
Ordinances, is hereby amended by amending Section 5A-18 (Notice of Public Hearings) to read as 
follows: 
 


(a) For any zoning decision initiated by the City, at least fifteen (15) but not 
more than forty-five (45) days prior to the date of the public hearing before the City 
Council, the county shall cause to be published within a newspaper of general 
circulation within the territorial boundaries of the county a notice of the hearing.  
The notice shall state the time, place, and purpose of the hearing. 


(b) For any zoning decision initiated by a party other than the City, notice of the 
public hearing shall be provided as follows: 


(1) Written notice of the proposed zoning decision shall be mailed by 
via first class mail by the Community Development Director or designee 
to all property owners within two hundred fifty (250)five hundred (500) 
feet of the boundaries of the subject property, as such property owners 
are listed on the tax records of the City of Dunwoody, at least fifteen (15) 







STATE OF GEORGIA 
CITY OF DUNWOODY  ORDINANCE 2009-XX-XX 
 


  
Page 2  


  


days before the public hearing before the planning commission and not 
more than forty-five (45) days prior to the date of the public hearing 
before the City Council, which states the nature of the proposed change, 
and the date, time, and place of the public hearing before the planning 
commission and the City Council; and 


(2) The director of the department of planning or the director's 
designee must post at least one sign on the road frontage on the subject 
property at least fifteen (15) days before the hearing before the planning 
commission and not more than forty-five (45) days prior to the date of 
the public hearing before the City Council. 


(A) At least one (1) sign shall be posted on each street on 
which the subject property has frontage. One (1) additional sign 
shall be posted for each additional five hundred (500) feet of 
frontage or fraction thereof in excess of five hundred (500) feet 
of frontage on each street on which the subject property has 
frontage. 


(B) Signs shall be double-faced and posted so that the face 
of the sign is at a right angle to the street to allow the signs to 
be read by the traveling public in both directions. All signs shall 
be no smaller than six (6)twelve (12) square feet with printed 
lettering on the signs at least two (2)three (3) inches in size. 


(C) The sign shall state the nature of the proposed zoning 
decision and the date, time and place of the public hearing 
before the planning commission and the City Council. The 
Community Development Director, or designee, shall sign an 
affidavit attesting to the posting of signs in accordance with the 
requirements herein, and shall photograph each sign as 
evidence of its proper posting. 


(D) The signs posted pursuant to this section shall be in a 
color designated by the Community Development Department 
Policy for the specific zoning action, with a different color 
designated for each type of action (e.g. variance, land use 
permits, rezoning, etc.) 


(E) The cost of all signs posted pursuant to this section 
shall be specifically paid by the applicant in addition to all other 
applicable application costs. 


 
(3) The City shall cause a notice of the public hearing regarding 
the proposed zoning decision to be published in a newspaper of 
general circulation within the county at least fifteen (15) days prior to 
the hearing before the planning commission and not more than 
forty-five (45) days prior to the public hearing before the City 
Council. The notice shall include the date, time and place of the 
hearing before the planning commission and the public hearing 
before the City Council, the location of the property, the present 
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zoning classification of the property, and the proposed zoning 
classification of the property. 


 
Section 2:


Sec. 5D-16.  Notice of Public Hearings. 


  The City of Dunwoody Zoning Ordinance, Chapter 27 of the City Code of 
Ordinances, is hereby further amended by amending Section 5D-16 (Notice of Public Hearings) to 
read as follows: 


 


Notice of public hearing before the board on any application for appeal, variance, or 
special exception shall be provided as follows: 


(a) Written notice of the nature of the proposed application, and the date, time, 
and place of the public hearing before the board shall be mailed by first class mail to 
all property owners within two hundred fifty (250)five hundred (500) feet of the 
boundaries of the subject property as measured by use of the official zoning maps, 
and as such property owners are listed on the tax records of the City of Dunwoody, 
at least fifteen (15) days before the public hearing before the board; 


(b) Signs shall be posted within the public right-of-way or on the subject 
property at least fifteen (15) days before the hearing before the board. One (1) sign 
shall be posted for each five hundred (500) feet of street frontage or fraction thereof 
along each street on which the subject property has frontage.  Signs shall be no 
smaller than twelve (12) square feet, double-faced and posted so that the face of the 
sign is at a right angle to the street in order that said signs can be read by the 
traveling public in both directions.  The lettering on the signs shall be printed and at 
least one (1)three (3) inches in size and the sign shall state the nature of the proposed 
application and the date, time and place of the public hearing before the board; and 


(c) Notice of the nature of the proposed application and the date, time and place 
of the public hearing before the board shall be published in the newspaper of general 
circulation within the county in which are carried the legal advertisements of the 
county at least fifteen (15) days prior to the date of the hearing before the board and 
not more than forty-five (45) days prior to the date of the hearing before the board. 


(d) The signs posted pursuant to this section shall be in a color designated by the 
Community Development Department Policy for the specific zoning action, with a 
different color designated for each type of action (e.g. variance, appeal, etc.) 


(e) The cost of all signs posted pursuant to this section shall be specifically paid 
by the applicant in addition to all other applicable application costs. 
 
Section 3:  This Amendment shall become effective immediately upon its adoption by the 


City Council, and incorporated into the Code of the City of Dunwoody, Georgia.  This Amendment 
hereby repeals any and all conflicting ordinances and amendments. 
 


SO ORDAINED, this ___ day of _________________, 2009. 
 
         
 


[SIGNATURES ON FOLLOWING PAGE] 
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Approved: 
 
 
        ________________________ 
        Ken Wright, Mayor 
 
 
 
ATTEST:       Approved as to Form and Content: 
 
 
__________________________    __________________________ 
Sharon Lowery, City Clerk     Brian Anderson, City Attorney 
(Seal) 





		Sec. 5A-18.  Notice of Public Hearings.

		Sec. 5D-16.  Notice of Public Hearings.






 


 
CITY OF DUNWOODY 


41 PERIMETER CENTER EAST 
DUNWOODY, GA 30346 


CITY OF DUNWOODY, GA 
CITY COUNCIL 


 
Ken Wright, Mayor 


 
Denis Shortal – District 1, Post 1  
Adrian Bonser - District 2, Post 2 
Tom Taylor – District 3, Post 3 


Robert Wittenstein – At Large, Post 4  
Danny Ross – At Large, Post 5 


John Heneghan – At Large, Post 6 
 


 
Monday, September 21, 2009  7:00 PM    Work Session   
 
A) CALL TO ORDER 


 
B) INVOCATION 


 
C) PLEDGE OF ALLEGIANCE 


 
D) PUBLIC COMMENT 
 
E) MAYOR AND COUNCIL COMMENT 
 
F) CITY BUSINESS:  
 


1. August financial report. 
 


2. First Read: Ordinance to adopt the City of Dunwoody Budget Policy.  
 


3. Discussion of Financial Software RFP. 
 


4. Discussion of Purchasing Policy. 
 


5. Discussion of Audit Committee and Audit Policy. 
 


6. Traffic calming policy discussion. 
 


7. First Read: Ordinance to amend Chapter 17: Traffic and Public Roadways. 
 


8. PUBLIC HEARING - Chapter 27: Zoning, §5A and §5D: Public notice requirements for 
zoning actions in the City of Dunwoody. 


- Presentation and Recommendation by Community Development 
- Public Comments Open 
- Public Comments Closed 
- Close Public Hearing 


 
9. First Read: Ordinance to amend Chapter 27: Zoning, §5A and §5D: Public notice requirements 


for zoning actions in the City of Dunwoody. 







DUNWOODY CITY COUNCIL            MEETING AGENDA   SEPTEMBER 21, 2009 - 7:00PM 


 


 
10. Discussion of text amendment to Chapter 21: Signs. 


 
11. Street parking at Marcus Jewish Community Center. 


 
12. Discussion of Comprehensive Plan meeting schedule. 


 
13. Discussion of CVBD employee benefit package.  


 
14. Discussion of City Council Rules and Procedures regarding meeting schedule. 


 
G) PUBLIC COMMENT 
   
H) EXECUTIVE SESSION 
 


1. For the purposes of legal, real estate, and personnel discussions. 
 
I) ADJOURN 
 





		Monday, September 21, 2009  7:00 PM    Work Session






 
 


MEMORANDUM 
 


To: Mayor and City Council 


From: Chris Pike, Finance Director 


Date: September 21, 2009 


Subject: August Financial Report 


 


 


Following are the financial highlights for fiscal year 2009 through August 31, 2009.   
 
Most of Finance’s efforts during August were spent addressing line items falling short of their 
budget.  One unpleasant event in August was (yet again) the lack of revenue from Comcast that was 
previously promised.  Despite their commitment to have the revenues to the City in August “no 
matter what,” delays continue.  However, as recently as last week, Comcast requested IRS Form W-9 
which typically occurs right before a check is issued.  I expect to have a check in hand by the end of 
the week.  Most revenues continued their current or expected pace while expenditures did the same.  
The most notable exception is the July and August receipts of property taxes.  Through September 
4th, the City has received over $3.9 million in taxes and assessments on the ad valorem bills.   
 
Overall revenues continue to appear to be in line with expectations with the sources of those 
revenues varying considerably from our expectations in some cases.  As promised last month, the 
Business & Occupational Tax line item experienced a significant uptick during August.  I anticipate 
an even stronger September with a drop off in the last quarter of 2009 as our efforts in October 
through December will turn to a slower enforcement process instead of the current assessment and 
notification process.  The current budget assumed a couple factors that have been challenging to 
overcome; that being the estimate of taxes computed during a strong Georgia economy and the 
inclusion of nearly half a million in revenues for businesses located outside the City.  Despite both 
these challenges, staff continues our hard work to identify all Dunwoody businesses.  Our goal is to 
meet the budget. 
 
For both revenues and expenditures, brief explanations have been provided where negative 
variances have occurred.  One notable item is within Public Works’ expenditures.  Georgia Power 
finally billed the City for our 2009 streetlights expenses through July.  Per the Georgia Uniformed 
Chart of Accounts, this expenditure is a General Fund expense even though the revenues come 
from the Streetlight (Electric) Fund.  This is a classification issue only and will be addressed during 
the 2009 budget amendment process.   
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City of Dunwoody


YTD Financial Summary


as of August 31, 2009


Revenue 
Fund 100 General Fund Budget Actual Annual YTD YTD % 


Account Description 8/31/2009 8/31/2009 Budget Budget Actual Variance Variance Ref


Ad Valorem (Real Property) Tax -                 2,184,357        5,700,000          -                      2,368,994          2,368,994          0.00%


Homestead Tax Relief -                 -                    -                      -                      -                      -                      0.00%


Personal Property Tax - Business -                 119,455           248,820             -                      170,042             170,042             0.00%


Personal Property Tax - Penalties -                 -                    21,000               -                      -                      -                      0.00%


Motor Vehicle Ad Valorem 19,305           22,954              154,440             77,220               144,591             67,371               87.25%


Motor Vehicle Ad Valorem-Penalties -                 -                    12,600               -                      -                      -                      0.00%


Interest on Personal Property Tax -                 -                    -                      -                      -                      -                      0.00%


Real Estate Transfer/Intangible Tax 20,700           9,341                188,400             87,300               78,479               (8,821)                -10.10% A


Franchise Fees 372,813         35,510              3,725,225          1,180,210          414,035             (766,175)            -64.92% B


Homestead Option Sales Tax -                 397,267           -                      -                      794,533             794,533             0.00%


Alcoholic Beverage Excise Tax 60,884           48,924              730,608             487,072             354,169             (132,903)            -27.29% C


Motor Vehicle Rental Excise Tax -                 26,055              -                      -                      52,578               52,578               0.00%


Business & Occupational Tax -                 271,001           2,073,203          2,073,203          1,364,780          (708,423)            -34.17%


Business License-Police 5,142             680                   46,282               25,710               2,384                  (23,326)              -90.73% D


Revenue Enhancement - Business Licenses 37,500           -                    300,000             62,500               -                      (62,500)              0.00%


Financial Institution Tax -                 10,668              -                      -                      54,289               54,289               0.00%


Alcoholic Beverage Licenses -                 400                   425,678             425,678             370,645             (55,033)              -12.93% E


Other Charges for Services -                 6                       2,100                  -                      (9)                        (9)                        0.00%


Fines and Forfeitures 47,778           57,532              430,000             238,890             283,613             44,723               18.72%


Hotel/Motel Tax (Unrestricted) 64,069           88,751              768,825             512,552             699,506             186,954             36.48%


Interest Earned -                 496                   -                      -                      1,801                  1,801                  0.00%


Donations -                 3,550                -                      -                      14,614               14,614               0.00%


Miscellaneous Revenue-City Clerk 871                1,153                7,842                  4,355                  1,199                  (3,156)                -72.46% F


Public Works-Traffic Calming -                 7,532                -                      -                      8,250                  8,250                  0.00% G


Sale of Printed Material - Police 1,622             -                    14,600               8,110                  175                     (7,935)                -97.84% H


Miscellaneous Revenue -                 -                    5,250                  -                      4,890                  4,890                  0.00%


Building Permits & Community Development Fees 11,304           29,479              121,105             75,887               313,363             237,476             312.93% I
641,988         3,315,109        14,975,978        5,258,687          7,496,920          2,238,233          42.56%


Percentage into Year 66.67%
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City of Dunwoody


YTD Financial Summary


as of August 31, 2009


Expenditures
Budget Actual Annual YTD YTD % 


Department 8/31/2009 8/31/2009 Budget Budget Actual Variance Variance Ref


City Council 10,483           9,594                149,231             105,711             97,230               8,481                  8.02%


City Manager 19,946           17,131              216,173             145,678             156,028             (10,350)              -7.10% J


Non-Departmental 614,577         604,824           1,646,825          1,529,362          1,698,670          (169,308)            -11.07% K


Finance and Administration 196,547         160,938           2,070,928          1,445,053          1,425,692          19,361               1.34%


Legal 10,000           15,060              195,000             141,000             154,255             (13,255)              -9.40% L


City Clerk 10,525           7,625                174,899             111,306             108,479             2,827                  2.54%


Municipal Court 17,384           6,425                227,927             157,204             79,182               78,022               49.63%


Police 342,132         275,174           5,106,949          3,736,900          3,181,310          555,590             14.87%


Public Works 160,306         286,347           1,889,889          1,247,266          928,171             319,095             25.58% M


Community Development 125,884         784                   1,900,500          1,409,773          1,103,871          305,902             21.70%


Contingency 41,667           -                    500,000             333,336             -                      333,336             100.00%


1,549,451      1,383,902        14,078,321        10,362,589        8,932,887          1,429,702          13.80%


Percentage into Year 66.67%


Net Revenues/(Expenditures) 897,657             (5,103,902)         (1,435,968)         
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City of Dunwoody


YTD Financial Summary


as of August 31, 2009


Revenues:


The total revenues collected year to date are  $7,496,920. The year to date actual revenues have finally caught up 
with the year to date projected revenue budget. 


Explanation of  Variances:


A.  Real Estate/Intangible Tax- Collections are lower than expected due to the slump in the housing market.  We 
do not have enough data to predict an accurate trend.  However, the average collected per month is about 
$9,800, as opposed to  our average monthly projection of $15,700.  


B.  Franchise Fees - Comcast has not remitted their franchise fees as promised.  


C.  Alcoholic Beverage Excise Tax - Audits have produced additional revenues.  We expect this to stabilize at 
around $50,000 per month for the remainder of the year.  The shortfall in this category can be traced directly 
back to the shortfall in alcoholic beverage license renewals and the current state of the economy. 


D.  Business License-Police - This includes pouring permits which were taken over by the Police Department 
in late April.  There has been no real push to ensure licensing in this area as of yet.  


E.  Alcoholic Beverage Licenses - The alcoholic beverage license renewals have been completed for the year.   All 
of the renewals have been issued.  The original revenue estimate was overstated due to inaccurate data and  
other factors.  


F.  Miscellaneous Revenue - City Clerk - This revenue category is generated by open record requests and is 
not typically predictable.  


G.  Public Works-Traffic Calming- This revenue category is was not budgeted in the 2009 Approved Budget.


H. Sale of Printed Material - Police  - This revenue category is generated by open record requests and is not 
typically predictable.  


I. Building Permits & Community Development Fees - Gross Community Development Revenues are 
reported here.  The City equivalent portion is approximately $62,673.


Expenditures: 


The total year to date expenditures are $8,932,887.  Approximately 66.67% of the year has elapsed and we have 
spent approximately 63.45% of the budgeted General fund expenditures.  


To date, the city's contingency funds remain in tact.


Explanation of  Variances:
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City of Dunwoody
YTD Financial Summary


as of August 31, 2009


Prepared by: Finance Department Unaudited Financial Data 2 of 2


J.  City Manager's Budget - The City Manager's budget is over budget due to personnel services for 
December 2008 not budgeted.  


K.  Non-Departmental - This shortfall is caused by the Professional Services-Other line item.  Payment 
for E2Assure and other professional services were not sufficiently budgeted to cover the cost of those services.  


L.  Legal - There is no budget established for Mediation Services. 


M.  Public Works - Public Works is still in the planning stages of its projects and has not fully committed
its resources yet.  During August, Georgia Power was able to complete the billing for all the street lights going 
back to the beginning of 2009. The supplies expenditure represents the amount needed to cover that electric 
charge.  







City of Dunwoody


YTD Financial Summary


as of August 31, 2009


Interest Rate
SunTrust Bank Balance Earned


Concentration Account $1,354,990 0.40%


Hotel/Motel Account $394,429 0.40%


HOST Proceeds Account $794,585 0.40%


Court Services $281,322 0.40%


    Subtotal SunTrust Bank $2,825,326


Funds Available from Financing Sources


Tax Anticipation Note $2,323,000


BB&T Dunwoody Project Fund (GMA Master Lease) $707,280 0.120%


SunTrust Equipment Lease $298,151


Total Available Financing $3,328,430


Total Cash Available $6,153,756
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City of Dunwoody


YTD Financial Summary


as of August 31, 2009


MAYOR AND COUNCIL
Budget Actual Annual YTD YTD %


8/31/2009 8/31/2009 Budget Budget Actual Variance Variance


PERSONAL SVCS - SALARIES & WAGES 7,333               7,333               108,999           79,663               80,167             (504)$               -1%


PERSONAL SVCS - EMPLOYEE BENEFITS 561                  561                  6,732               4,488                 7,756               (3,268)$           -73%


PURCHASED PROF & TECH SVCS 83                     -                   1,000               658                     -                   658                  100%


OTHER PURCHASED SVCS 2,382               1,700               29,000             18,740               8,872               9,868               53%


SUPPLIES 124                  -                   3,500               2,162                 435                  1,727               80%


CAPITAL OUTLAY -                   -                   -                   -                     -                   -                   


TOTAL DEPARTMENTAL EXPENDITURES 10,483$           9,594$             149,231           105,711             97,230             8,481$             8%


67%Percentage of Year Elapsed
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City of Dunwoody


YTD Financial Summary


as of August 31, 2009


CITY MANAGER
Budget Actual Annual YTD YTD %


8/31/2009 8/31/2009 Budget Budget Actual Variance Variance


PERS SVCS-SALARIES & WAGES 12,083$           11,154$           145,000           96,664               105,537           (8,873)$           -9%


PERSONAL SVCS - EMPLOYEE BENEFITS 4,583$             3,617$             53,873             36,544               38,328             (1,784)$           -5%


PURCHASED PROF & TECH SVCS -                   -                   2,500               2,500                 290                  2,210               


OTHER PURCHASED SVCS 3,020$             2,360$             10,300             8,050$               11,396             (3,346)$           -42%


SUPPLIES 260$                -$                 4,500               1,920                 477                  1,443$             75%


CAPITAL OUTLAY -$                 -$                 -                   -                     -                   -$                 


TOTAL DEPARTMENTAL EXPENDITURES 19,946$           17,131$           216,173           145,678             156,028           (10,350)$         -7%


67%Percentage of Year Elapsed
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City of Dunwoody


YTD Financial Summary


as of August 31, 2009


NON-DEPARTMENTAL
Budget Actual Annual YTD YTD %


8/31/2009 8/31/2009 Budget Budget Actual Variance Variance


PURCHASED PROF & TECH SVCS


PROF SVCS-OTHER -$                 -$                 60,000             60,000               50,000             10,000$           17%
INSURANCE-PROPERTY& LIABILITY -$                 -$                 172,000           172,000             164,781           7,219$             4%


PURCHASED PROF & TECH SVCS -$                 -$                 232,000           232,000             214,781           17,219$           7%


OTHER PURCHASED SVCS


CITY HALL RENT-TEMPORARY FACILITIES - 2008 -$                 -$                 6,000               6,000                 6,000               -$                 0%
CITY HALL RENT-TEMPORARY FACILITIES - 2009 -$                 -$                 20,000             20,000               36,848             (16,848)$         -84%
CITY HALL RENT-PERMANENT FACILITIES -$                 -$                 -                   -$                   -                   -$                 
STREET LIGHT UTILITIES 5,000$             54$                  60,000             35,000               49,192             (14,192)$         -41%
PROF SVCS - OTHER 10,000$           15,060$           586,800           532,800             856,335           (323,535)$       -61%
PROF SVCS - LOBBYIST 5,500$             4,583$             55,000             33,000               32,081             919$                3%
COMMUNICATIONS 4,240$             174$                44,700             27,740               13,947             13,793$           50%
CONTRACTUAL SERVICES -$                 -$                 26,000             26,000               1,373               24,627$           95%
EQUIPMENT RENTAL 3,132$             3,508$             31,320             18,792               14,609             4,183$             22%
SMALL TOOLS & EQUIPMENT -$                 -$                 -                   -                     5,830               (5,830)$           
COST OF FUNDS -$                 


OTHER PURCHASED SVCS 27,872$           23,379$           829,820           699,332             1,016,215       (316,883)$       -45%


SUPPLIES 200$                -$                 3,500               2,525                 9,398               (6,873)$           -272%


CITY HALL FURNITURE -$                 -$                 100,000           100,000             -                   100,000$        100%
MACHINERY & EQUIPMENT -$                 -$                 -                   -                     2,053               (2,053)$           


DEBT SERVICE -$                 -$                 80,000             40,000               13,972             26,028$           65%


TOTAL OPERATING TRANSFERS OUT 596,505$        596,505$        596,505           596,505$          596,505           -$                 0%


CONTINGENCY 41,667$           -$                 500,000           333,336             -                   333,336$        100%


TOTAL DEPARTMENTAL EXPENDITURES 666,244$        619,884$        2,341,825       2,003,698         1,852,925       150,773           8%


Percentage of Year Elapsed 67%
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City of Dunwoody


YTD Financial Summary


as of August 31, 2009


FINANCE AND ADMINISTRATION
Budget Actual Annual YTD YTD %


8/31/2009 8/31/2009 Budget Budget Actual Variance Variance


PERSONAL SVCS-SALARIES & WAGES 9,900$             8,462$             115,000           75,190               39,904             35,286$           47%


PERSONAL SVCS - EMPLOYEE BENEFITS 3,352$             2,198$             40,228             26,816               9,429               17,387$           65%


PROF SERV.-SOFTWARE & LIC 417$                -$                 5,000               3,336                 -                   3,336$             100%
PROF SERV.-OTHER 833$                811$                10,000             6,664                 16,432             (9,768)$           -147%
PROFESSIONAL SERVICES - CALVIN, GIORDANO AND ASSOCIATES 137,187$        139,069$        1,757,900       1,232,918         1,301,623       (68,705)$         -6%


PURCHASED PROF & TECH SVCS 138,437$        139,880$        1,772,900       1,242,918         1,318,055       (75,137)$         -6%


OTHER PURCHASED SVCS 2,608$             9,661$             31,300             20,868               29,252             (8,384)$           -40%


SUPPLIES 2,250$             737$                31,500             19,261               18,035             1,226$             6%


CAPITAL OUTLAY 40,000$           -$                 80,000             60,000               11,017             48,983$           82%


TOTAL DEPARTMENTAL EXPENDITURES 196,547$        160,938$        2,070,928       1,445,053         1,425,692       19,361$           1%


67%Percentage of Year Elapsed
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City of Dunwoody


YTD Financial Summary


as of August 31, 2009


CITY CLERK
Budget Actual Annual YTD YTD %


8/31/2009 8/31/2009 Budget Budget Actual Variance Variance


PERSONAL SVCS-SALARIES & WAGES 6,300$             5,722$             74,000             48,800               42,056             6,744$             14%


PURCHASED PROF & TECH SVCS 417                  -                   45,000             32,919               44,825             (11,906)$         -36%


OTHER PURCHASED SVCS 968$                275$                10,800             6,459                 4,370               2,089$             32%


SUPPLIES 290$                187$                4,500               2,922                 2,257               665$                23%


CAPITAL OUTLAY -$                 -$                 10,000             -                     1,567               (1,567)$           


TOTAL DEPARTMENTAL EXPENDITURES 10,525$           7,625$             174,899           111,306             108,479           2,827$             3%


67%Percentage of Year Elapsed
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City of Dunwoody


YTD Financial Summary


as of August 31, 2009


MUNCIPAL COURT
Budget Actual Annual YTD YTD %


8/31/2009 8/31/2009 Budget Budget Actual Variance Variance


PERSONAL SVCS-SALARIES & WAGES 4,833$             4,000$             58,000             38,664               18,200             39,800$           103%


PERSONAL SVCS - EMPLOYEE BENEFITS 2,450$             976$                29,027             19,038               5,404               13,634$           72%


PURCHASED PROF & TECH SVCS


PROF SERV.-SOFTWARE & LIC 417$                405$                5,000               3,336                 425                  2,911$             87%
PROF SERV.-OTHER 625$                367$                7,500               5,000                 13,016             (8,016)$           -160%
PROF SVCS-MUN JUDGE 3,333$             300$                40,000             26,664               6,731               19,933$           75%
PROF SVCS-SOLICITOR 4,167$             -$                 50,000             33,336               20,065             13,271$           40%


PURCHASED PROF & TECH SVCS 8,542$             1,072$             102,500           68,336               40,236             28,100$           41%


OTHER PURCHASED SVCS 1,118$             120$                13,400             8,944                 4,323               4,621$             52%


SUPPLIES 441$                256$                8,000               5,222                 8,599               (3,377)$           -65%


CAPITAL OUTLAY -$                 -$                 17,000             17,000               2,419               14,581$           86%


TOTAL DEPARTMENTAL EXPENDITURES 17,384$           6,425$             227,927           157,204             79,182             78,022             50%


67%Percentage of Year Elapsed
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City of Dunwoody


YTD Financial Summary


as of August 31, 2009


POLICE
Budget Actual Annual YTD YTD %


8/31/2009 8/31/2009 Budget Budget Actual Variance Variance


PERSONAL SVCS-SALARIES & WAGES 218,992$        199,149$        2,200,110       1,324,141         1,177,670       146,471$        11%


PERSONAL SVCS - EMPLOYEE BENEFITS 90,858$           54,471$           977,649           613,700             408,422           205,278$        33%


PURCHASED PROF & TECH SVCS


PROF SERV.-SOFTWARE & LIC 833$                -$                 10,000             6,664                 1,188               5,476$             82%
PROF SERV.-OTHER 5,626$             -$                 72,500             50,006               42,012             7,994$             16%
INSURANCE OTHER THAN EMP. BEN -$                 
IGA FOR DEKALB POLICE SERVICES -$                 -$                 1,290,000       1,290,000         1,290,000       -$                 0%


PURCHASED PROF & TECH SVCS 6,459$             -$                 1,372,500       1,346,670         1,333,200       13,470$           1%


OTHER PURCHASED SVCS


MOBILE COMMUNICATIONS 3,653$             607$                38,200             23,584               18,721             4,863$             21%
PRINTING & BINDING 417$                168$                5,000               3,335                 5,865               (2,530)$           -76%
CONTRACTUAL SERVICES -$                 250$                -                   -                     1,448               (1,448)$           
R&M VEHICLES -$                 1,562$             -                   -                     6,584               (6,584)$           
ADVERTISING -$                 -$                 -                   -                     2,064               (2,064)$           
POSTAGE 416$                22$                  5,000               3,330                 287                  3,043$             91%
TRAVEL 833$                2,314$             10,000             6,664                 7,804               (1,140)$           -17%
DUES & FEES 416$                299$                5,000               3,333                 1,268               2,065$             62%
EDUCATION & TRAINING 833$                995$                10,000             6,664                 3,949               2,715$             41%
HOSPITALITY 208$                207$                2,500               1,664                 454                  1,210$             73%
RADIOS -$                 -$                 75,000             75,000               75,217             (217)$               0%
RENT -$                 -$                 -                   -                     -                   -$                 
GASOLINE 11,730$           13,378$           125,000           78,089               55,085             23,004$           29%


OTHER PURCHASED SVCS 18,506$           19,803$           275,700           201,663             178,745           22,918$           11%


SUPPLIES


GENERAL SUPPLIES & MATERIAL 4,817$             1,476$             55,000             35,736               15,225             20,511$           57%
OFFICE SUPPLIES 1,500$             512$                20,000             14,000               22,178             (8,178)$           -58%
BOOKS & PERIODICALS 1,000$             41$                  10,000             6,000                 41                     5,959$             99%
EXPLORER PROGRAM EXPENDITURES -$                 -$                 2,150               2,150                 1,486               664$                31%
SMALL EQUIPMENT -$                 607$                5,000               5,000                 34,134             (29,134)$         -583%
MISCELLANEOUS -$                 -$                 1,000               -                     -                   -$                 
OFFICERS EQUIPMENT -$                 -$                 187,840           187,840             8,903               178,937$        95%


SUPPLIES 7,317$             2,636$             280,990           250,726             81,968             168,758$        67%


CAPITAL OUTLAY


AUTOMOBILE LEASE/PURCHASE -$                 -$                 -                   -                     -                   -$                 
FURNITURE -$                 -$                 -                   -                     -                   -$                 
COMPUTER EQUIPMENT -$                 -$                 -                   -                     -                   -$                 
EQUIPMENT -$                 (885)$               -                   -                     1,306               (1,306)$           


CAPITAL OUTLAY -$                 (885)$               -                   -                     1,306               (1,306)$           


TOTAL DEPARTMENTAL EXPENDITURES 342,132$        275,174$        5,106,949       3,736,900         3,181,310       555,590           15%


67%Percentage of Year Elapsed
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City of Dunwoody


YTD Financial Summary


as of August 31, 2009


PUBLIC WORKS
Budget Actual Annual YTD YTD %


8/31/2009 8/31/2009 Budget Budget Actual Variance Variance


PERSONAL SVCS-SALARIES & WAGES -                   -$                 
-$                 


PERSONAL SVCS - EMPLOYEE BENEFITS -$                 -$                 -                   -                     -                   -$                 


PROF SVCS-LOWE ENGINEERS 59,453             59,453             772,889           535,077             475,624           59,453$           11%
PROF SVCS-R&P MAINT 13,917             -                   167,000           111,336             -                   111,336$        100%
COMPREHENSIVE TRANSPORTATION PLAN -                   -                   10,000             10,000               -                   10,000$           100%
STREET MAINTENANCE 6,818               19,423             75,000             47,726               84,017             (36,291)$         -76%
TRAFFIC SIGNALS 18,909             17,646             208,000           132,363             85,496             46,867$           35%
MISCELLANEOUS DESIGN SERVICES -                   -                   10,000             10,000               -                   10,000$           100%
SIDEWALK REPAIR 455                  -                   5,000               3,185                 4,517               (1,332)$           -42%
CURB REPLACEMENT 455                  -                   5,000               3,185                 -                   3,185$             100%
POT HOLE REPAIR 15,909             7,131               175,000           111,363             78,729             32,634$           29%
PAVING 9,091               -                   100,000           63,637               10,750             52,887$           83%
SIGNS 909                  998                  10,000             6,363                 5,074               1,289$             20%
SAND/SALT SPREADING 2,273               10,489             25,000             15,911               11,308             4,603$             29%


TOTAL PURCHASED PROF & TECH SVCS 128,189$        115,140$        1,562,889       1,050,146         755,514           294,632$        28%


OTHER PURCHASED SVCS 709$                -$                 8,500               5,672                 65                     5,607$             99%


SUPPLIES 1,408$             171,206$        18,500             11,448               172,591           (161,143)$       -1408%


CAPITAL OUTLAY -                   -$                 
-$                 


MISC. CONSTRUCTION PROJECTS 30,000             -                   300,000           180,000             180,000$        100%
-$                 


CAPITAL OUTLAY 30,000$           -$                 300,000           180,000             -                   180,000$        100%
-$                 


TOTAL DEPARTMENTAL EXPENDITURES 160,306$        286,347$        1,889,889       1,247,266         928,171           319,095           26%


67%Percentage of Year Elapsed
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City of Dunwoody


YTD Financial Summary


as of August 31, 2009


COMMUNITY DEVELOPMENT
Budget Actual Annual YTD YTD %


8/31/2009 8/31/2009 Budget Budget Actual Variance Variance


PERSONAL SVCS-SALARIES & WAGES -$                 -$                 -                   -                   -$                 


PERSONAL SVCS - EMPLOYEE BENEFITS -$                 -$                 -                   -                   -$                 


PURCHASED PROF & TECH SVCS


PROF SERV.-SOFTWARE & LIC 417$                -$                 5,000               3,336                 135                  3,201$             96%
PROF SERV.-OTHER 8,333$             -$                 100,000           80,665               61,086             19,579$           24%
INSURANCE OTHER THAN EMP. BEN -$                 
PROFESSIONAL SERVICES - CLARK PATTERSON LEE 113,846$        -$                 1,556,000       1,100,616         1,019,669       80,947$           7%


PURCHASED PROF & TECH SVCS 122,596$        -$                 1,661,000       1,184,617         1,080,890       103,727$        9%


OTHER PURCHASED SVCS 918$                30$                  11,000             6,927                 12,614             (5,687)$           -82%


SUPPLIES 2,370$             754$                28,500             18,229               10,367             7,862$             43%


TE & MISC. GRANT MATCHING FUNDS -                   200,000           200,000             200,000$        
-$                 


CAPITAL OUTLAY -$                 -$                 200,000           200,000             -                   200,000$        


TOTAL DEPARTMENTAL EXPENDITURES 125,884$        784$                1,900,500       1,409,773         1,103,871       305,902$        22%


66.67%


GRAND TOTAL ALL DEPARTMENTS 1,549,451$  1,383,902$  14,078,321  10,362,589$  8,932,887     1,429,702$  14%


Percentage of Year Elapsed
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City of Dunwoody


YTD Financial Summary


as of August 31, 2009


December January February March April May June July August Annual YTD YTD
Actual Actual Actual Actual Actual Actual Actual Actual Actual Budget Budget Actual


Prof Svcs-Other 586,800        532,800        856,335.38   


Breakdown:
Communications 204.67           1,469.67       1,864.18       1,426.12       1,020.25       143.00           6,127.89       
Contractual Services 1,944.08       21,946.00     2,000.00       25,890.08     
Equipment Rental 6,212.92       7,943.99       2,429.28       1,564.28       2,245.93       146.25           353.70           20,896.35     
Prof Svcs-Architect 14,000.00     33,622.24     47,622.24     
Prof Svcs-Boyken 271,410.18   66,709.39     77,748.39     53,135.00     26,727.02     21,638.75     15,676.65     533,045.38   
Prof Svcs-City Attorney 38,709.67     15,000.00     15,225.00     16,625.00     21,050.00     16,504.98     16,080.00     15,060.00     154,254.65   
Prof Svcs-Court 3,750.00       1,250.00       5,000.00       
Prof Svcs-Employment 15,715.70     157.50           15,873.20     
Prof Svcs-Hayslet 12,519.19     239.58           12,758.77     
Prof Svcs-Legal 2,500.00       7,054.30       4,721.50       14,275.80     
Prof Svcs-LGCI 5,850.00       5,625.00       11,475.00     
Repairs & Maintenance 70.00             1,149.89       150.00           3,740.00       1,135.00       270.00           6,514.89       
Other 606.41           1,122.75       871.97           2,601.13       


353,172.82   102,068.05   99,554.07     102,622.67   88,859.44     46,113.00     17,128.68     31,756.65     15,060.00     -                 -                 856,335.38   


Breakdown of Professional Services-Other
Non-Departmental
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City of Dunwoody


YTD Financial Summary


as of August 31, 2009


HOTEL-MOTEL FUND                                                          275 Budget Actual Annual YTD YTD %
8/31/2009 8/31/2009 Budget Budget Actual Variance Variance


REVENUES


HOTEL/MOTEL TAXES 106,781          147,918          1,281,375       854,250             1,165,844       (311,594)         91%
INTEREST EARNED -                   -                   -                   -                     563                  (563)                 0%


TOTAL REVENUES 106,781$        147,918$        1,281,375$     854,250$          1,166,406$     (312,156)$       91%


TOTAL ALL REVENUES 106,781$        147,918$        1,281,375$     854,250$          1,166,406$     (312,156)$       91%


67%


3% portion 88,751            3% YTD 699,506          
2% portion 59,167            2% YTD 466,337          


EXPENDITURES Budget Actual Annual YTD YTD %


8/31/2009 8/31/2009 Budget Budget Actual Variance Variance


PURCHASED PROF & TECH SVCS


PROF SVCS-DCVB 42,713$          57,392$          512,550$        341,700$          218,739          122,961$        43%


TOTAL  PURCHASED PROF & TECH SVCS 42,713$          57,392$          512,550$        341,700$          218,739$        122,961$        43%


OPERATING TRANSFERS


OPERATING TRANSFERS OUT-TO GENERAL FUND 64,069$          88,751$          768,825$        512,550$          699,506          (186,956)$       91%


TOTAL OPERATING TRANSFERS OUT 64,069$          88,751$          768,825$        512,550$          699,506$        (186,956)$       91%


TOTAL ALL EXPENDITURES 106,781$        146,143$        1,281,375$     854,250$          918,245$        (63,995)$         134%


Percentage of Year Elapsed 67%


COLLECTED FUNDS AVAILABLE YTD 248,161$        


Percentage of Year Elapsed


Prepared by: Finance Department Unaudited Financial Data 16 of 20







City of Dunwoody


YTD Financial Summary


as of August 31, 2009


CAPITAL PROJECTS FUND                                                 350 Budget Actual Annual YTD YTD %
8/31/2009 8/31/2009 Budget Budget Actual Variance Variance


REVENUE


Proceeds from Long Term Financing -$                 -$                 3,500,000$     3,500,000$       2,495,652$     1,004,348$     71%
Interest Earned -$                   334$                (334)$              


TOTAL REVENUES -$                 -$                 3,500,000$     3,500,000$       2,495,985$     1,004,015$     71%


TOTAL ALL REVENUES -$                 -$                 3,500,000$     3,500,000$       2,495,985$     1,004,015$     71%


Percentage of Year Elapsed 67%


EXPENDITURES Budget Actual Annual YTD YTD %


8/31/2009 8/31/2009 Budget Budget Actual Variance Variance


Gen Oper-Furniture -$                 4,894$            420,000$        420,000$          264,031$        155,969$        63%
Gen Oper-Computer Equipment -$                 -$                 362,000$        362,000$          188,209$        173,791$        52%
Gen Oper-Building Equipment -$                 1,319$            130,000$        130,000$          30,403$          99,597$          23%
Police - Small Tools & Equipment -$                 (6,340)$           112,000$          254,863$        (142,863)$       0%
Police - Machinery & Equipment -$                 -$                 700,000$        588,000$          422,514$        165,486$        60%
Police - Computer Equipment -$                 2,557$            95,000$          95,000$             235,160$        (140,160)$       248%
Police - Furniture & Fixtures -$                 -$                 112,000$        112,000$          44,650$          67,350$          40%
Police - Vehicles -$                 -$                 1,681,000$     1,681,000$       1,158,238$     522,762$        69%


TOTAL CAPITAL OUTLAY -$                 2,430$            3,500,000$     3,500,000$       2,598,067$     901,933$        74%


TOTAL ALL EXPENDITURES -$                 2,430$            3,500,000$     3,500,000$       2,598,067$     901,933$        74%


Percentage of Year Elapsed 67%


Total Debt to Revenue Ratio 24%


Total Annual Debt Service Payments Required 865,542             
Annual Payment to Budgeted Revenue Ratio 6%
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City of Dunwoody


YTD Financial Summary


as of August 31, 2009


DEBT SERVICE FUND                                                          405 Budget Actual Annual YTD YTD %
8/31/2009 8/31/2009 Budget Budget Actual Variance Variance


REVENUE


OPERATING TRANSFERS IN-GENERAL FUND 596,505$        596,505$        596,505$        596,505$          596,505          -                   100%


TOTAL REVENUES 596,505$        596,505$        596,505$        596,505$          596,505$        -$                 100%


TOTAL ALL REVENUES 596,505$        596,505$        596,505$        596,505$          596,505$        -$                 100%


Percentage of Year Elapsed 67%


EXPENDITURES Budget Actual Annual YTD YTD %
8/31/2009 8/31/2009 Budget Budget Actual Variance Variance


DEBT SERVICE


PRINCIPAL 55,135$          55,561$          55,135$          55,135$             55,561            (426)                 101%
INTEREST 11,190$          -$                 11,190$          11,190$             -                   11,190            0%


TOTAL DEBT SERVICE 66,325$          55,561$          66,325$          66,325$             55,561$          10,764$          0%


TOTAL ALL EXPENDITURES 66,325$          55,561$          66,325$          66,325$             55,561$          10,764$          84%


FUND BALANCE RESERVED FOR DEBT SERVICE 530,180$          
Percentage of Year Elapsed 67%
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City of Dunwoody


YTD Financial Summary


as of August 31, 2009


STREETLIGHTS                                                                  510 Budget Actual Annual YTD YTD %
8/31/2009 8/31/2009 Budget Budget Actual Variance Variance


REVENUE


STREETLIGHT FEES -$                 125,098          328,000$        328,000             139,118          188,882          42%


TOTAL REVENUES  125,098$        328,000$        328,000$          139,118$        188,882$        42%


TOTAL ALL REVENUES  125,098$        328,000$        328,000$          139,118$        188,882$        42%


Percentage of Year Elapsed 67%


EXPENDITURES Budget Actual Annual YTD YTD %
8/31/2009 8/31/2009 Budget Budget Actual Variance Variance


OPERATING TRANSFER OUT-TO GENERAL FUND -$                 -                   328,000$        328,000$          -                   328,000          0%


TOTAL EXPENDITURES -$                 -$                 328,000$        328,000$          -$                 328,000$        0%


TOTAL ALL EXPENDITURES -$                 -$                 328,000$        328,000$          -$                 328,000$        0%


Percentage of Year Elapsed 67%
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STORMWATER FUND                                                      560 Budget Actual Annual YTD YTD %
8/31/2009 8/31/2009 Budget Budget Actual Variance Variance


REVENUE


STORMWATER UTILITY FEES 1,187,918       1,187,918         543,899          644,019          46%


TOTAL REVENUES -$                 -$                 1,187,918$     1,187,918$       543,899$        644,019$        46%


TOTAL ALL REVENUES -$                 -$                 1,187,918$     1,187,918$       543,899$        644,019$        46%


Percentage of Year Elapsed 67%


EXPENDITURES Budget Actual Annual YTD YTD %
8/31/2009 8/31/2009 Budget Budget Actual Variance Variance


Prof Svcs-FT SWU MGT Design Sp -                   -                   153,333          153,333             -                   153,333          0%
Prof Svcs-Addl Design Insp Sur -                   -                   80,000            80,000               -                   80,000            0%
Prof Svcs-Inv & Cond Assmt -                   -                   98,000            98,000               -                   98,000            0%
Stormwater-RIP RAP Prgm -                   440.38            25,000            25,000               4,429               20,571            18%
R&M Stormwater System -                   -                   270,000          270,000             12,688            257,312          5%
Printing & Binding -                   -                   1,000               1,000                 -                   1,000               0%
Dues & Fees -                   -                   500                  500                    -                   500                  0%
Licenses-NPDES Permitting -                   -                   50,000            50,000               -                   50,000            0%
Office Supplies -                   -                   1,000               1,000                 -                   1,000               0%
Operating Supplies -                   -                   5,000               5,000                 -                   5,000               0%
Miscellaneous -                   -                   500                  500                    -                   500                  0%
Books & Periodicals -                   -                   500                  500                    -                   500                  0%
Small Tools & Equipment -                   -                   5,000               5,000                 -                   5,000               0%
Machinery & Equipment -                   -                   -                   -                     -                   -                   
Computer Equipment -                   -                   5,000               5,000                 -                   5,000               0%
Furniture -                   -                   5,000               5,000                 -                   5,000               0%
Emergency Contingency Fund -                   -                   120,000          120,000             -                   120,000          0%
Capital Reserve Contingency -                   -                   368,085          368,085             -                   368,085          0%


TOTAL EXPENDITURES -$                 440$                1,187,918$     1,187,918$       17,117$          1,170,801$     0%


TOTAL ALL EXPENDITURES -$                 440$                1,187,918$     1,187,918$       17,117$          1,170,801$     1%


-                   -                     -                   -                   
Percentage of Year Elapsed 67%
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MEMORANDUM 


To: Honorable Mayor and City Council 


From: Warren Hutmacher, City Manager  


Date: September 21st, 2009 


 
Subject: Special Event Parking Issues – Marcus Jewish Community Center  


Several months ago I initiated the process with the City Council and the community regarding 
citizens’ complaints about parking problems in the neighborhoods surrounding the Marcus Jewish 
Community Center (JCC).  I sent out a letter two months ago to the neighbors of the JCC for their 
input into this issue and I suggested that one possible solution would be the erection of “No 
Parking” signs on certain streets to prohibit parking on one side of the street.   
 
There is a compelling public safety issue associated with keeping the streets reasonably clear so that 
a fire or rescue truck could safely arrive at its destination in an emergency situation.  However, the 
erection of “No Parking” signs 365 days a year may be unreasonable given that the JCC only holds 
events that impact neighborhood streets a few days a year.   
 
The overwhelming response the City has received is to request that the City not erect “No Parking” 
signs on a permanent basis.  I have weighed the public safety issues and the neighborhoods concerns 
and am prepared to make a recommendation at this time on this issue.  
 
I do not recommend that the City erect any “No Parking” signs.   
 
However, there remain two issues that require a solution.  The first is a public safety issue regarding 
access to homes for the DeKalb Fire and Rescue services and the second is the general 
inconvenience of having so many cars parked on neighborhood streets that are not built to 
accommodate the volume of traffic and parking that occurs during large events. 
 
My solution to this issue is as follows:  The Dunwoody Police Department and the Public Works 
Department will limit parking to one side of the street during large JCC events.  We will accomplish 
this with a combination of temporary signage (to be put up at the onset of the event and taken down 
at the conclusion of the event) along with the presence of the Dunwoody Police Department (to 
monitor parking on one side of the road and help direct traffic).  We will be working with the JCC 
leadership on this to ensure coordination of effort and to share costs appropriately.   
 
I am confident that this compromise will be acceptable to all of the neighbors in that area. This 
solution represents the middle ground between having uncontrolled parking (potentially causing a 
public safety problem) and having year round signs that would upset the homeowners and 
unnecessarily restrict parking during the 360 or so days that the JCC can easily accommodate all of 
their patrons and guests. 
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MEMORANDUM 


To: Mayor and City Council 


From: Kevin J. McOmber, P.E., Interim Community Development Director 


Date: September 16, 2009 


 
Subject: Comprehensive Plan Update and Request from Steering Committee 


 
Earlier in the spring of 2009 the City Council approved the Community Participation Plan (CPP) for the 
comprehensive planning process.  That plan called for five community meetings over the span of four 
months.  The meetings were to have a city wide focus and be differentiated by topics such as transportation, 
public facilities and parks, and design.  At the time of this update, four of the five community meetings have 
occurred.  The meetings have been well attended in terms of the number of participants at each meeting.   
Given that the comprehensive plan is a city wide document with broad policies and long range goals, city staff 
is satisfied with the community involvement and quality of comments that will contribute to a long range plan 
that accurately reflects the goals and visions of the citizens of the City. 
 
Between the community meetings city staff, the steering committee and the consultant team have been 
meeting with the steering committee.  The purpose of the meetings has been to get opinions about the 
proposed information and format of future community meetings, and then to digest and refine the comments 
received at community meetings.  As we have met with the committee, there have been comments and 
concerns from some of the committee members that we have not had enough meetings with the public.  The 
major concern stated at committee meetings is that we have not had enough involvement from some specific 
neighborhoods.  The members with this concern hesitate to make policy recommendations for the character 
areas including such neighborhoods since they feel those neighborhoods have not been adequately involved 
in the process. 
 
The steering committee would like to see three more community meetings.  Each of those meetings could be 
targeted by council post district.  The series of meeting could include direct mailing advertising in addition to 
the other methods we have used thus far. 
 
With that in mind, we would like to present Council with some options, should you agree that more meetings 
are needed.  Since the addition of more community meetings and the steering committee meetings to support 
the change would require a contract amendment, staff has included the costs for tasks. 
 


• Community Visioning Meeting - $8,500 each.  Costs include tabled based mapping exercises and 
staffing to facilitate each table, plus the time to prepare and consolidate results. 


• Community Meeting - $3,500 each.  Presentation by staff and discussion as one large group, plus 
the time to prepare and consolidate results. 
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• Steering Committee Meeting - $600 daytime/$1,000 evening each.  Staff recommends that two 
additional meetings would be appropriate.  One meeting would be to review the comments made at 
the three community meetings.  One meeting would be to conduct final review of recommended 
character area map and broad policies and goals. 


• Direct mailing advertisement - $16,000.  This includes the creation and printing of the flyers plus 
the cost of postage. 


 
Either of the first two choices could accomplish the task of having more meetings for more comments.  The 
first option would provide the more intimate level of involvement by breaking the room down into small 
tables for discussion and note taking by the staff person facilitating each table.  The second option would 
allow community involvement in a large room scale with the comments being noted by staff present. 
 
The other element of this potential change is to extend the timeline of the project.  Under the currently 
approved CPP, the document is to go through a series of public hearings with a vote by Council in December 
2009.  Should Council wish to change the CPP to allow for these additional meetings, a final document could 
be heard and voted upon in the first quarter of 2010. 
 
Staff would appreciate direction as to whether Council feels that more outreach is necessary to create a 
complete document.  Should Council wish to pursue these options, staff would appreciate direction on the 
type of community meetings preferred. 







Dear Kevin, 
 
Per our discussions, Pond has prepared a set of add-service cost estimates to conduct additional 
public involvement meetings.   
 
We propose tasks with a lump sum cost.  The costs are based upon estimated hours multiplied 
by the blended hourly rate of $115 an hour that was included in our contract for add-services, 
plus materials (plotted maps, etc).    
 
We understand this matter will be raised to City Council on September 21.   A preliminary Scope 
of Work follows: 
  


1. Community Visioning Meeting:   
 
Objective:  


Conduct a visioning exercise similar to the one conducted on August 3, 2009.  
This provides city additional time to promote greater participation from those in 
areas likely to experience change in Dunwoody, especially targeting the 
Shallowford/Georgetown area. 


 
Format: Presentation followed by break-out session of group table mapping exercise 
 
Resources: 5 facilitators, preparation, consolidation and analysis of results:     $8,500  
 
 
2. Community Informational Meeting:   
 
Objective: 
 
Conduct a Presentation and provide opportunity for input (comments) regarding 
recommended policies and vision for character areas and future development. 
 
Format: Presentation with questions and answer format 
 
Resources: 2 facilitators, prep and consolidating results:   $3,500  


 
 
3. Additional Steering Committee Meetings 
 
Objective: 
 
Provide additional opportunity to prepare policies and implementation program and make 
final recommendations for City Council consideration. 
 
Format: Working meeting refining preliminary draft documents 
 
Resources: Facilitator, preparation and consolidating results:  $1,000 (evening) $600 (day)  
 


Note:  Evening meetings tend to extend conversations beyond the written agenda, hence 
the price differentiation.  Day meetings assume a fixed start and end time given business 
schedules by participants and staff alike. 





		9-16-09 Comprehensive Plan Update Memo

		Pond - Cost and Scope proposal Comp Plan






 
 


 
MEMORANDUM 


To: Honorable Mayor and City Council 


From: Warren Hutmacher, City Manager 


Date: September 21st, 2009 


 
Subject: Convention and Visitors Bureau of Dunwoody (CVBD) Assistance 


 
The professional staff of the City of Dunwoody has been working with the CVBD to help them in 
their efforts to successfully commence operations in short order.  
 
As you are aware the CVBD has begun advertising for an Executive Director.  One of the challenges 
they face as a small business is offering their new Executive Director a benefit package.  To meet 
their aggressive timelines and to attract a wide range of candidates it is critical for the CVBD to be 
able to market the position’s benefit package (health insurance, retirement, etc…). 
 
I recommend that the City of Dunwoody consider entering into a contract agreement with the 
CVBD that would allow them access to our employee benefit package at no cost or liability to the 
City of Dunwoody. 
 
If this concept is agreeable to the City Council, the City Attorney is prepared to draft a contract with 
the CVBD for your consideration at the September 28th 


 


voting meeting.  The key elements to the 
contract are as follows: 


1. City of Dunwoody would formally employ the Executive Director for the sole purpose of 
providing this employee access to our benefit package and payroll services. 
 


2. The CVBD would be solely responsible for the recruitment, selection, management and 
possible termination of this employee, with no involvement from the City of Dunwoody.  


 
3. The CVBD would pay all costs associated with this arrangement in full, in advance each 


month. 
 


4. The CVBD would indemnify the City of Dunwoody and would provide liability insurance to 
guarantee that the City of Dunwoody has no obligations or liabilities associated with this 
arrangement. 
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MEMORANDUM 


To:
 


 Honorable Mayor and City Council 


From:
 


 Sharon Lowery, City Clerk 


Date:
 


 September 21, 2009 


 
Subject: City Council Meeting Schedule  


 
During the August 17th


 


 work session Council was presented with two options for adjusting the 
meeting schedule, based on Council comment that there is a need for more time for them to review 
the agenda and supporting documentation prior to a Monday night meeting.  Michael Lockett was 
present at the August meeting and presented the option of utilizing Sharepoint software to assist the 
Council in passing draft document revision between the Council.  At the conclusion of the discussion 
staff committed to considering other alternatives and bringing them back before Council.  Tonight 
we present two additional options for your consideration.   


 
OPTION A 


• City Council voting meetings the 2nd and 4th


 


 Monday of each month beginning at 7 P.M. with 
one of the meetings to include a follow-up Work Session. 


 
OPTION B 


• City Council voting meetings the 2nd and 4th


 


 Monday of each month beginning at 7 P.M., both 
meetings followed immediately by a Work Session. 


These options afford additional time to review all agenda documentation and a two week period 
between all meetings.   
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The following flow chart depicts the timeline for delivery of all agenda documentation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 








 
 


MEMORANDUM 
 


To: Mayor and City Council 


From: Chris Pike, Finance Director 


Date: September 21, 2009 


Subject: Budget Policy   


 


 


Our City Charter requires a Budget Policy be adopted by Ordinance.  State law requires all counties 
and cities to follow a specified procedure in adopting a budget to ensure that local taxpayers have 
the opportunity to learn how their money is proposed to be spent. Below is a summary of the 
minimum requirements that all cities must follow.  In addition to the OCGA requirements, our City 
Charter provides additional budgetary requirements included in the policy.  And above that, the 
policy includes management practices performed above those statutory requirements.  The budget 
policy attached consolidates the Charter requirements, OCGA requirements below, and current 
management practices.   
 
Step One: The Proposed/Draft Budget 
 
A proposed budget is put together by a budget officer who, according to the Charter, is the City 
Manager. On the day that the proposed budget is submitted to Council for review, it must also be 
placed in a public location convenient to residents during reasonable business hours. O.C.G.A. § 36-
81-5(d). For example, copies of the proposed budget could be placed in a designated office in the 
Clerk’s office. 
 
During the week that the proposed budget is submitted to the board of commissioners, a notice 
must be published in a prominent location of a newspaper of general circulation.  It must appear in a 
section other than where legal notices appear and must contain statements that: 
 


• Let residents know that the proposed budget is available; and  
• Let residents know that a public hearing will be held at which they may comment on the 


budget. O.C.G.A. § 36-81-5(e).  
 
If the time, date and location of the required public hearing is known (see below), it may be included 
in this advertisement. O.C.G.A. § 36-81-5 (g)(2). If requested, the proposed budget must be made 
available to the news media. O.C.G.A. § 36-81-5(d). 
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Step Two: Budget Work Sessions 
 
Although budget work sessions are not required, if Council holds a meeting or work session to work 
on the proposed budget, the meeting or work session must be advertised and held in accordance 
with the general requirements for open meetings. O.C.G.A. § 50-14-1 et seq. 
 
Step Three: Budget Hearing 
 
Council must hold at least one public hearing on the budget. O.C.G.A. § 36-81-5(f).  
 
The public hearing must be held at least one week before the adoption of the budget. O.C.G.A. § 
36-81-5(f). 
 
A notice of the public hearing must be prominently advertised at least one week in advance in a 
newspaper of general circulation (but not in the section where legal notices are published). O.C.G.A. 
§ 36-81-5(g)(1). If the publication of the statement of availability of the proposed/draft budget (see 
above) contained the time, date and location of the budget hearing, then a separate notice is not 
required. O.C.G.A. § 36-81-5(g)(2). 
 
Additional public hearings on the budget may be held, but must be prominently advertised at least 
one week in advance in a newspaper of general circulation. O.C.G.A. § 36-81-5(h). 
 
Step Four: Adoption of the Budget Ordinance/Resolution 
 
The budget must be adopted in the form of an ordinance or resolution at a public meeting. The 
board of commissioners must wait at least one week after the public hearing is held before meeting 
to adopt the budget. O.C.G.A. § 36-81-6(a). 
 
A prominent notice of the meeting to adopt the budget ordinance/resolution must be published in a 
newspaper of general circulation (in a location other than where the legal notices are published) at 
least one week before the meeting to adopt the budget. O.C.G.A. §§ 36-81-6(a) and 36-81-5(e). 
  
 
Attachments: 
Ordinance for First Read 
Budget Policy Draft 
Charter requirements pertaining to the budget 
 







STATE OF GEORGIA 
CITY OF DUNWOODY 


ORDINANCE 2009-XX-XX 
 


AN ORDINANCE TO ADOPT THE POLICY RELATING TO THE BUDGETARY 
PROCESS, AS A COMPONENT OF THE FINANCIAL MANAGEMENT PROGRAM 


FOR THE CITY OF DUNWOODY, GA; TO PROVIDE FOR GUIDANCE IN 
ADMINISTERING THE POLICY; AND FOR OTHER PURPOSES 


 
WHEREAS, it is necessary, from time to time, to establish policies and procedures 


consistent with the administration of a municipal government in alignment 
with federal, state, and local regulations; and 


 
WHEREAS,  the Director of Finance in conjunction with the City Manager is 


comprehensively developing the Financial Management Program, 
consisting of accounting, auditing, financial reporting, budgetary, capital 
assets, cash and investment management, debt management, 
expenditures/expenses, grant management, purchasing, revenue 
administration, and travel and meal expenditures policies in order to 
provide guidance and direction to City officials and employees, to 
establish standard policies for recurring matters, to establish strong 
internal controls and legal compliance, and to provide for an efficient and 
effective means to operate the government; and  


 
WHEREAS, upon adoption, staff will incorporate the above policy into the Financial 


Management Program, and into the City's daily operations to effectuate 
the management of finances and operations; and 


 
WHEREAS, the City intends to utilize this policy and procedures in all applications 


which warrant such oversight. 
 
NOW, THEREFORE, BE IT ORDAINED that the budgetary policy relating to the 


Financial Management Program is hereby adopted and approved; and is attached hereto as if 
fully set forth herein; and  


 
BE IT FURTHER ORDAINED that staff is hereby directed to develop operating 


procedures and practices consistent with the nature and scope of the policy attached hereto; and 
 
BE IT FURTHER ORDAINED that this policy is effective immediately. 
 
SO ORDAINED BY THE MAYOR AND CITY COUNCIL OF THE CITY OF 


DUNWOODY, GEORGIA this the 28th day of September, 2009. 
 
        Approved: 
 
 
        ____________________________ 
        Ken Wright, Mayor 







STATE OF GEORGIA 
CITY OF DUNWOODY 


 
Attest: 
 
 
 
__________________________ 
Sharon Lowery, City Clerk 
Seal 
 
 
Approved as to Form and Content 
 
 
 
___________________________ 
Brian Anderson, City Attorney 
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FINANCIAL MANAGEMENT POLICIES  


Developed under the Authority of the  
City Council by the Department of  
Finance, and approved by ordinance 
 
SECTION I.  GENERAL BUDGET POLICIES 
 
Georgia law (e.g., O.C.G.A. 36-81-2 et seq.) provides the budget requirements for Georgia local governments.  
The information below provides an outline of the City’s application of those laws. 
 
The City’s goal will be to adopt operating budgets where current revenues equal anticipated expenditures. All 
departments supported by the resources of this City must function within the limits of the financial resources 
identified or available specifically to them.  A balance must be struck between revenues and expenditures, so 
that the public can realize the benefits of a strong and stable government. It is important to understand that 
this policy is applied to budget entities over periods of time which extend beyond current appropriations. By 
law, budgets cannot exceed available resources, defined as revenues generated in the current period added to 
balances carried forward from prior years. Temporary shortages, or operating deficits, can and do occur, but 
they are not tolerated as extended trends.  
 


A. SCOPE 
 
This policy applies to all budgeted funds, which are the responsibility, and under the management of the 
City of Dunwoody and its Department of Finance. 
 
B. FINANCING CURRENT COSTS 
 
As required by law, current costs shall be financed with current revenues, including the use of authorized 
fund balances.    The City shall strive to avoid short-term borrowing to meet cash flow requirements.  
However, the City may enter into short-term borrowing should a need arise. 
 
C. BUDGET OBJECTIVE BY TYPE OF FUND 
 
The following budget objectives are established for the different funds the City uses: 
 


1. General Fund – The annual budget for the General Fund shall provide for general 
government operations of the City and maintain working capital necessary for the City’s 
financial health and stability. 


 
2. Special Revenue Fund(s) – The City adopts annual budgets for each special revenue fund 


that demonstrates any legally restricted revenue sources are used consistent with the 
applicable laws and/or regulations (i.e. Emergency 911 Fund, Impact Fee Fund, etc.). 


 
3. Capital Project Fund(s) – The City adopts project budgets for each of its capital project 


funds.  These adopted appropriations do not lapse at the end of a fiscal year; rather they 
remain in effect until project completion or re-appropriation by City Council. 


 
4. Debt Service Fund(s) – The City adopts annual budgets for its debt service funds.  Any 


remaining fund balances from prior years plus current years projected revenues shall be 
sufficient to meet all annual debt service requirements.   
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FINANCIAL MANAGEMENT POLICIES  


5. Enterprise Fund(s) - Although generally accepted accounting principles (GAAP) and 
Georgia statutes do not require the City to adopt budgets for enterprise funds, the City does 
adopt budgets for its enterprise funds in order to monitor revenues and control expenses. 
The City uses a business approach when budgeting enterprise funds.  Enterprise funds shall 
be self-supporting whenever possible and subsidized losses will be minimized when break-
even is not possible.   


 
SECTION II.  OPERATING BUDGET 
 
The operating budget shall be prepared on an annual basis and include those funds detailed in Section I that are 
subject to annual appropriation (all funds excluding the Capital Project Funds).  Prior year budget 
appropriations and prior year actual data will be provided as reference data, with the current year appropriation 
and projection of expenditures.  At a minimum, the City shall adopt annual balanced budgets for the general 
fund, each special revenue fund, and each debt service fund in accordance with O.C.G.A. 36-81-3.   
 


A. DEPARTMENTAL APPROPRIATIONS 
 


The budget shall be developed based upon “line-item” expenditures within each department.  This type of 
budget focuses on categories of expenditures such as personal services, contractual services, supplies, 
equipment, etc. within each department.  At a minimum, each department’s appropriation in each fund 
shall be detailed within the budget document. (O.C.G.A. 36-81-3 and 36-81-5).   


 
B. COUNCIL APPROPRIATIONS 
 
The Mayor and each councilmember shall be provided an annual expense allowance as provided pursuant 
to the City Charter (SECTION 2.07.) for the reimbursement of expenses actually and necessarily incurred 
by the Mayor and Council members in carrying out their duties as elected officials of the city. 
 
C. BUDGET PREPARATION CATEGORIES 
 
Each department shall submit budget requests for current services necessary to provide the same level of 
service for the upcoming year that is currently being provided and expanded services associated with new 
services, additional personnel or new capital projects/equipment. 
 
C. BALANCED BUDGET 
 
The budget shall be balanced for each budgeted fund.  Total anticipated revenues plus that portion of fund 
balance in excess of authorized reserves (see operating budget policy G below) that is designated as a 
budget-funding source shall equal total estimated expenditures for each fund.  Pursuant to the City 
Charter, Beginning in the third year of the city´s operation, the city manager and mayor are required to 
present to the city council a budget which is balanced in projected spending and revenues. 
 
D. BASIS OF BUDGETING 
 
Neither GAAP nor Georgia statutes address a required budgetary basis of budgeting; however, the City 
shall adopt budgets in conformity with GAAP for all budgeted funds.  All governmental funds shall use 
the modified accrual basis of accounting and proprietary funds shall use the accrual basis of accounting for 
budgeting purposes. 
 







The City of Dunwoody, Georgia   
FINANCIAL MANAGEMENT POLICIES 


   
Subject BUDGETARY POLICY  
Date SEPTEMBER 28, 2009  
Page 3 OF 7  
 


FINANCIAL MANAGEMENT POLICIES  


E. LEVEL OF BUDGET ADOPTION AND CONTROL 
 
All budgets shall be adopted at the legal level of budgetary control, which is the department level within 
each individual fund.  See policy J below for amending the budget. 
 
F. BUDGET STABLIZATION RESOURCES 
 
The City shall establish a fund balance reserve in all operating funds (defined in Section I of this policy) for 
working capital.  The purpose of working capital is to cover the cost of expenditures caused by unforeseen 
emergencies, cover shortfalls caused by revenue declines, and to eliminate any short-term borrowing for 
cash flow purposes.  This reserve shall accumulate and then be maintained at an amount, which represents 
no less than four (4) months of operating and debt expenditures (approximately one-third of annual 
budgeted expenditures). 
 
G. UTILIZATION OF PRIOR YEAR’S FUND BALANCE IN BUDGET 
 
If necessary, the City may use fund balance in excess of the reserve for working capital (see budget policy 
F above) as a funding source for that fund’s budget in any given year.  The amount of unreserved fund 
balance shall be estimated conservatively, taking into consideration future year needs.  The minimum 
requirement for the reserve for working capital, equal to four (4) months of operating and debt 
expenditures, must first be met before utilizing the excess fund balance as a funding source for the budget 
except as provided for in policy H below.  The utilization of fund balance shall be deemed a use of one-
time revenues for budgeting purposes. 
 
H. APPROPRIATION LAPSES AT YEAR END 
 
All operating budget appropriations (including encumbered appropriations) shall lapse at the end of a fiscal 
year.  Purchases encumbered in the current year, but not received until the following year, must be charged 
against a department’s subsequent year appropriation.  For projects and other purchases approved, but 
whose purchase for is not anticipated to occur prior to the fiscal year end, utilization of the budgeted 
funds may be accounted for in accordance with policy G above.    
 
I. BUDGET CONTROL REPORTS 
 
The City shall maintain a system of budgetary control reports to assure adherence to the budget.  The City 
will prepare and distribute to departments, timely monthly financial reports comparing actual revenues, 
and outstanding encumbrances and expenditures with budgeted amounts. 
 
J. AUTHORIZATION OF BUDGET ADJUSTMENTS AND AMENDMENTS 
 
The budget is a dynamic rather than static plan, which requires adjustments and formal budget 
amendments as circumstances change.  The City Council must approve all increases in total departmental 
appropriations.   
  
Department Heads must submit budget amendment requests transferring appropriations from one line 
item to another within the specific department appropriation and the fund, other than those prohibited 
above, and obtain approval by the Director of Finance and the City Manager.  Adjustments from 
appropriations that have been obligated, committed, or reserved for a designated purpose shall not be 
transferred until a formal de-obligation occurs. 
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FINANCIAL MANAGEMENT POLICIES  


Throughout or subsequent to each year, any necessary budgetary appropriations, including budgets for any 
projects authorized but not funded during the year, may be appropriated through a supplementary budget 
amendment.  Such supplemental appropriations shall be balanced with additional revenues or reduces 
expenditures for each fund.   
 
K. CONTINGENCY LINE-ITEM 
 
The City shall establish an appropriated contingency in all operating funds (defined in Section I of this 
policy) in order to accommodate unexpected operational changes, legislative impacts, or other economic 
events affecting the City's operations which could not have been reasonably anticipated at the time the 
budget was prepared.   Non-operating funds (defined in Section I of this policy) shall not require a 
contingency reserve appropriation. 
 
This contingency reserve appropriation will be a separate line item within the budget.  This amount shall 
be subject to annual appropriation.  Council approval shall be required for all expenditure requests from 
the contingency line item(s).  However, expenditures from project contingencies described in Section 
IV(A) shall not require Council approval. 
 
L. CONTRIBUTIONS 
 
Unless authorized by City Council, outside contributions to programs operated by City departments shall 
be subject to the City’s accounting and budgetary policies.  The City welcomes both unrestricted and 
restricted contributions compatible with the City’s programs and objectives.  Any material contribution 
shall be appropriated by City Council prior to expenditure.  Material contributions shall be defined as one-
time contributions exceeding $50,000.  
 
M. ADMINISTRATIVE SERVICE FEE/COST ALLOCATION 
 
Whenever possible, the City may assess an administrative service fee from the General Fund to any other 
fund, based upon documentation and/or an outside independent study.  This assessment will be based 
upon a percentage of the operating revenues, or services provided to the fund and shall be used to 
reimburse the General Fund for the administrative and support services provided to the assessed fund.    
 
N. ONE-TIME REVENUE SOURCES 
 
To the extent practical, non-recurring revenues shall be utilized within the appropriate fund for items 
relating to non-recurring expenses to eliminate the fluctuations in funding operations with non-sustainable 
resources.   
 


SECTION III.  CASH FLOW BUDGET 
 
For analysis and internal management purposes, the City shall prepare an annual cash flow budget in 
conjunction with the Operating Budget.  The purpose of this document will be to provide the necessary 
guidelines to ensure that cash will be available to pay budget costs on a timely basis.   
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Budget allocations (i.e., budget allotments) are used in the operating budget, when needed to manage cash 
flows.  The annual appropriation may be divided into segments in order to ensure that the projected 
revenue streams will be adequate to fund the appropriated expenditures.  The cash flow budget will 
provide details as to the periods in which the revenues will be collected, and thereby providing for 
available resources to pay obligations. 
 


SECTION IV.  CAPITAL PROJECT IMPROVEMENT PLAN 
 
The City will prepare a five-year capital project improvement plan (CIP) to be updated annually.  This plan will 
assist in the planning, acquisition, and financing of capital projects.  A major capital project generally is defined 
as an expenditure that has an expected useful life of more than 3 years with an estimated total cost of $50,000 
or more, or an improvement/addition to an existing capital asset.  Examples include building/infrastructure 
construction, park improvements, streetscapes, computer systems, land acquisitions, heavy duty trucks.   
 
Major capital projects will be budgeted in the Capital Improvement Fund consistent with all available resources.  
With the involvement of the responsible departments, the Finance Department will prepare the capital budget 
in conjunction with the operating budget.    
 


A.  PROJECT LENGTH BUDGET 
 
The CIP budget shall be developed based upon defined projects approved by the Mayor and City Council.  
Budget appropriation shall include the complete project costs with contingency amounts as appropriate 
and if available.  (O.C.G.A. 36-81-3) 


 
B.  BUDGET PREPARATION  
 
Each department, in conjunction with the Mayor and City Council, will identify potential capital projects 
throughout the year.  All identified projects will be added to the CIP document, regardless of available 
funding.  These identified projects provide a method of tracking and planning for the future needs of the 
City.  Every effort will be made to identify those projects committed by the City Council through 
legislative action. 
 
C. BUDGET CONTROL REPORTS 
 
The City shall maintain a system of budgetary control reports to assure adherence to the budget.  The City 
will prepare and distribute to departments, timely monthly financial reports comparing actual revenues, 
and outstanding encumbrances and expenditures with budgeted amounts. 
 
D. AUTHORIZATION OF BUDGET ADJUSTMENTS AND AMENDMENTS 
 
Department Heads must submit budget amendment requests transferring appropriations from one line 
item to another within the same project.   The Director of Finance and the City Manager shall review and 
approve all requests for budget adjustments.  Adjustments from appropriations that have been obligated, 
committed, or reserved for a designated purpose shall not be transferred until a formal de-obligation 
occurs.  The de-obligation of budget dollars to a specific project will only occur after the completion of the 
project or when a project was identified and funding is no longer necessary.   
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E. APPROPRIATIONS AT YEAR END 
 
Capital project appropriations shall carry forward to the subsequent budget period an equal amount of any 
encumbrances/purchase orders issued as of the close of the fiscal year.  Purchases encumbered in the 
current year, but not received until the following year, must be charged against each department’s 
subsequent year carry-over appropriation. Any remaining appropriation available by project at year-end 
must be re-appropriated. 
 
F.  CONTINGENCY ACCOUNT 
 
The City shall include an appropriated contingency in the Capital Project Fund in order to accommodate 
expenditures that may not have been expected during the duration of a capital project.   Expenditure of 
contingency funds shall only be authorized in accordance with the same provisions as provided in policy D 
of this section.  Any contingency budgets shall be subject to annual appropriation.   


 
SECTION V.  SUBMISSION OF THE BUDGETS TO COUNCIL 
 


A. ACTION BY THE CITY MANAGER AND MAYOR TO PRESENT BUDGETS 
TO COUNCIL 


 
The City Manager must submit all proposed operating and capital budgets to Council by September 1st for 
the ensuing fiscal year.  Prior to submitting the budgets to Council, the budgets will be submitted to the 
Mayor for input, review, and comment.  The submitted budgets will be accompanied by a message from 
the mayor and city manager containing a statement of the general fiscal policies of the city, the important 
features of the budget, explanations of major changes recommended for the next fiscal year, a general 
summary of the budget, and such other comments and information as they may deem pertinent. The 
operating budget, capital budget, the budget message, and all supporting documents shall be filed in the 
office of the city manager and shall be open to public inspection. 


 
B. PUBLIC HEARING AND ANNOUNCEMENT 


 
On the date that the proposed budget is submitted to Council for consideration, a copy of the budget shall 
be placed with the City Clerk’s office.  Convenient access to the residents during reasonable business hours 
will be provided as to accord every opportunity to the public to review the budget prior to adoption.  A 
statement advising the residents of the City of the availability of the proposed budget shall be published in 
a newspaper of general circulation during the same week it is made available to Council.  The statement 
shall be a prominently displayed advertisement or news article and shall not be placed in that section of the 
newspaper where legal notices appear. 
 
At least one week prior to passage of the budget, Council shall hold a special public hearing at which the 
budget will be presented and public comment on the budget will be solicited. The date, time and place of 
the special public hearing shall be announced no less than 30 days prior to the scheduled date for such 
hearing.  At least one week before the budget hearing is held, a notice shall be published in a newspaper of 
general circulation within the jurisdiction of the City. The statement shall be a prominently displayed 
advertisement or news article and shall not be placed in that section of the newspaper where legal notices 
appear. 
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C. PASSAGE OF THE BUDGETS 
 
Council shall adopt a budget on or before the first day of the eleventh month of the fiscal year currently 
ending. If Council fails to adopt the budget by the prescribed deadline, the operating budget and capital 
budget proposed by the Mayor and City Manager shall be adopted without further action by Council.  Any 
subsequent changes to the budget will be addressed in accordance with amendment procedures previously 
mentioned.  
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(6)  Recommend to the city council, after prior review and comment by the mayor, for


adoption such measures as the city manager may deem necessary or expedient;


(7)  See that all terms and conditions imposed in favor of the city or its inhabitants in any


public utility franchise are faithfully kept and performed and upon knowledge of any


violation thereof to call the same to the attention of the city attorney, whose duty it shall


be forthwith to take such steps as are necessary to protect and enforce the same;


(8)  Make and execute all lawful contracts on behalf of the city as to matters within the


city manager´s level of authorization as established by the city council to the extent that


such contracts are funded in the city´s budget, except such as may be otherwise provided


by law; provided, however, that no contract purchase or obligation requiring a budget


amendment shall be valid and binding until after approval of the city council;


(9)  Sign all orders, checks, and warrants for payment of money within the city manager´s


level of authorization as established by the city council to the extent that such contracts


are funded in the city´s budget, except such as may be otherwise provided by law;


provided, however, that no such order, check, or warrant requiring a budget amendment


shall be valid and binding until after approval of the city council;


(10)  Act as budget officer to prepare and submit to the city council, after review and


comment by the mayor, prior to the beginning of each fiscal year a budget of proposed


expenditures for the ensuing year, showing in as much detail as practicable the amounts


allotted to each department of the city government and the reasons for such estimated


expenditures;


(11)  Keep the city council at all times fully advised as to the financial condition and


needs of the city;


(12)  Make a full written report to the city council on the fifteenth of each month showing


the operations and expenditures of each department of the city government for the


preceding month, and a synopsis of such reports shall be published by the city clerk;


(13)  Fix all salaries and compensation of city employees in accordance with the city


budget and the city pay and classification plan; and


(14)  Perform such other duties as may be prescribed by this charter or required by


ordinance or resolution of the city council.
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SECTION 4.05.


Certiorari.


The right of certiorari from the decision and judgment of the municipal court shall exist in


all criminal cases and ordinance violation cases, and such certiorari shall be obtained under


the sanction of a judge of the Superior Court of DeKalb County under the laws of the State


of Georgia regulating the granting and issuance of writs of certiorari.


SECTION 4.06.


Rules for court.


With the approval of the city council, the judge(s) shall have full power and authority to


make reasonable rules and regulations necessary and proper to secure the efficient and


successful administration of the municipal court.


ARTICLE V


FINANCE AND FISCAL


SECTION 5.01.


Fiscal year.


The city council shall set the fiscal year by ordinance.  Said fiscal year shall constitute the


budget year and the year for financial accounting and reporting of each and every office,


department or institution, agency, and activity of the city government, unless otherwise


provided by state or federal law.


SECTION 5.02.


Preparation of budgets.


The city council shall provide, by ordinance, the procedures and requirements for the


preparation and execution of an annual operating budget and a capital budget, including


requirements as to the scope, content, and form of such budgets and programs.
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SECTION 5.03.


Submission of operating budget to city council.


(a)  On or before a date fixed by the city council, but no later than the first day of the ninth


month of the fiscal year currently ending, the city manager shall, after input, review and


comment by the mayor, submit to the city council a proposed operating budget and capital


budget for the ensuing fiscal year.  The budget shall be accompanied by a message from the


mayor and city manager containing a statement of the general fiscal policies of the city, the


important features of the budget, explanations of major changes recommended for the next


fiscal year, a general summary of the budget, and such other comments and information as


they may deem pertinent.  The operating budget, capital budget, the budget message, and all


supporting documents shall be filed in the office of the city manager and shall be open to


public inspection.


(b)  Beginning in the third year of the city´s operation, the city manager and mayor are


required to present to the city council a budget which is balanced in projected spending and


revenues.


(c)  Prior to passage of the budget, the city council shall hold a special public hearing at


which the budget will be presented and public comment on the budget will be solicited.  The


date, time and place of the special public hearing shall be announced no less than 30 days


prior to the scheduled date for such hearing.


(d)  All unencumbered balances of appropriations in the current operating budget at the end


of the fiscal year shall lapse into the unappropriated surplus or reserves of the fund or funds


from which such appropriations were made. When a supplemental appropriation is certified


by the city manager to exist, these appropriations can be spent during the current fiscal year


following passage of a supplemental appropriation ordinance.


SECTION 5.04.


Action by city council on budget.


(a)  The city council may amend the operating budget or capital budget proposed by the city


manager in accordance with Section 5.03(a), except that the budget, as finally amended and


adopted, must provide for all expenditures required by law or by other provisions of this


charter and for all debt service requirements for the ensuing fiscal year; and the total


appropriations from any fund shall not exceed the estimated fund balance, reserves, and


revenues constituting the fund availability of such fund.
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(b)  The city council shall adopt a budget on or before the first day of the eleventh month of


the fiscal year currently ending.  If the city council fails to adopt the budget by the prescribed


deadline, the operating budget and capital budget proposed by the mayor and city manager


shall be adopted without further action by the city council.


SECTION 5.05.


Procurement and property management.


No contract with the city shall be binding on the city unless it is in writing.  The city council


may adopt procedures for the authorization of certain contracts without city attorney review


or city council approval. Absent the foregoing, no contract with the city shall be binding on


the city unless:


(1)  It is drawn or submitted and reviewed by the city attorney and, as a matter of course,


is signed by the city attorney to indicate such drafting or review; and


(2)  It is made or authorized by the city council and such approval is entered in the city


council journal of proceedings.


SECTION 5.06.


Purchasing.


The city council shall by ordinance prescribe procedures for a system of centralized


purchasing for the city.


SECTION 5.07.


Audits.


(a)  There shall be an annual independent audit of all city accounts, funds, and financial


transactions by a certified public accountant selected by the city council.  The audit shall be


conducted according to generally accepted accounting principles.  Any audit of any funds by


the state or federal government may be accepted as satisfying the requirements of this


charter.  Copies of all audit reports shall be available at printing cost to the public.


(b)  As a minimum, all audits and budgets of the city shall satisfy the requirements of


Chapter 81 of Title 36 of the O.C.G.A. relating to local government audits and budgets.
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MEMORANDUM 
 


To: Mayor and City Council 


From: Chris Pike, Finance Director 


Date: September 21, 2009 


Subject: Financial Software RFP 09-175 


 


 
ITEM DESCRIPTION 
 
The Dunwoody Finance Department has no comprehensive financial software in place. It is 
essential that the City has a comprehensive financial package in order to improve internal control 
and to improve our ability to report accurately and timely.  The current software was always 
intended to be a short-term option and is very limited in its ability to perform governmental fund 
accounting.  A comprehensive financial software package is a critical component of the City’s overall 
program to maintain regulatory compliance and adhere to Governmental Accounting Standards 
Board (GASB) requirements.  The City intends to select a vendor that can supply and deploy such a 
system. 
 
To accomplish this goal, the City issued a request for software companies to provide proposals for a 
complete system that is functional to the City and addresses the needs expressed within the RFP.  
The City attempted to identify but was unable to locate any Dunwoody businesses that develop and 
resale governmental accounting software.  In response to that request, four firms submitted 
proposals. Of those four, three firms did not progress to the pricing stage as portions of their 
proposals were deemed responsive, but not acceptable. The four proposals that Staff evaluated 
included (in alphabetical order):  
 


• Cogsdale 
• New World Systems 


• Springbrook 
• Tyler Technologies (Tyler) 


 
All participants were made aware of the budget for this project at the prebid conference. 
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EVALUATION 
 
The RFP included a very detailed list of features covering a comprehensive spectrum of system 
requirements.  Each proposal was reviewed by a team of staff members who evaluated them 
according to their areas of expertise.  The features offered in all the proposals were similar.  Two 
proposals were ruled out immediately due to certain features (or lack of features) which were 
unacceptable to the review team.  Springbrook had limited support hours due its being located on 
the west coast, a smaller client base and limited exposure in the Southeast.  New World Systems did 
not use distinct accounting periods but instead relied on dates alone to define accounting periods.  
The team viewed this as a serious weakness in the system and deemed this system unacceptable. 
 
The initial consensus was that Tyler offered the best blend of both technology and features to meet 
our requirements.  The review team also considered Cogsdale and acceptable solution based solely 
on the proposal received.  From there we scheduled site visits with references from the two top 
choices, Tyler and Cogsdale.  We talked extensively with both long-time and new users of both 
systems from the cities of Peachtree City, Lilburn and Griffin and with Newnan Utilities.  Several 
site visits were made.  Cogsdale was subsequently ruled out due to its being geared too heavily 
towards utility billing, which is not suitable for Dunwoody.  Griffin’s finance director has 
implemented both Tyler and Cogsdale over his career.  His opinion was that any government not 
needing utility billing should choose Tyler as a superior application.  Based on our site visits and 
interviews with references, it became evident the best fit for the City of Dunwoody is the Tyler 
Incode product suite. 
 
This item was included in the Finance and Administration original FY2009 Budget Request to 
automate the accounting, budgeting, purchasing and work order systems for the City of Dunwoody.  
In addition, the Tyler product suite also includes Fixed Assets, Central Cash Collection, Business 
License, and Court Case Management.  The FY2009 Approved Budget also includes a Court 
software package to integrate with the Police RMS and the Financial Management software package.  
The Tyler Suite also meets both those requirements.  The total contract value for all requirements 
including general and administrative costs, profits, travel, per diem and all costs associated with this 
contract is $239,493, and is within budget. 
 
SUMMARY 
 
Though initially discouraged by just four proposals, Staff is satisfied that the best proposal was 
submitted for this project.  Tyler has fantastic references with not one single negative comment.  
The consensus from Cogsdale users was the software is “good enough” for their use, but they would 
not choose them again if they had the choice.  Tyler’s software is within budget and provides a 
complete suite of modules to meet the City’s current and future needs for many years to come.   








 
 


MEMORANDUM 
 


To: Mayor and City Council 


From: Chris Pike, Finance Director 


Date: September 21, 2009 


Subject: Purchasing Policy Amendment 
 


 


ITEM DESCRIPTION 
 


Discuss amending the City of Dunwoody Purchasing Policy 
 


BACKGROUND 
 


The City currently operates under a policy that was approved shortly after incorporation.  Several 
items identified make the existing policy less than satisfactory.  The existing policy does not 
adequately address the various procurement options available to the City and the processes 
associated with those processes.  The policy contains a significant amount of typographical and 
grammatical errors, does not adequately specify the various requirements outlined in the City 
Charter, does not properly define key terms used throughout the policy, and requires disputes be 
resolved in Fulton County Superior Court even though Dekalb should/would have jurisdiction. 
 


ISSUES 
 


The proposed policy is significantly more detailed and provides several competitive procurement 
options to the City.  Thresholds were not changed and maintain the current $50,000 requirement for 
public bidding, RFP’s, etc.  The flow, aesthetics, and grammar throughout the document have been 
cleaned.  The proposed policy reflects all the Charter’s purchasing requirements.  The proposed 
policy corrects the jurisdiction for disputes to be handled in Dekalb.  The proposed policy also 
meets Dunwoody’s standards and the high standards of the National Purchasing Institute; helping us 
reach our goal of obtaining the Achievement of Excellence in Procurement Award that only one 
other city in the state has received (Roswell.)  The City Manager, Purchasing Manager, department 
heads, and Counsel have all reviewed the current document.   
 
 


RECOMMENDED ACTION  
 


Please provide comments and edits for adoption into the final policy to be approved on 9-28-2009.   
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PURCHASING POLICY 
I. Purpose 
 
The purpose of this policy is to state the City’s position regarding the purchasing responsibility and 
authority of non-construction Goods and Services. This document will clarify purchasing functions 
and outline purchasing policies, as well as describe departmental relationships, responsibilities and 
participation in the procurement cycle.  This policy will provide control functions, assure proper 
record keeping and confirm purchases in writing to allow the City to meet the following goals: 
 


A. Maintain at all times and under all conditions a continuous supply of Goods and Services 
necessary for the operation of the City; 


 
B. Encourage and promote fair and equal opportunity for all persons doing, or seeking to do, 


business with the City;  
 
C. Safeguard the quality and integrity of the City's procurement process; 
 
D. Ensure compliance with laws and regulations pertaining to the procurement of Goods and 


Services; 
 
E. Manage procurement and inventories of purchased Goods to meet the use requirements of 


City departments at the most advantageous cost to the City; 
 
F. Administer procurement contracts and contract amendments;  
 
G. Properly dispose of all material and equipment declared to be surplus or obsolete; and 
 
H. Ensure the City provides quality service to our citizens and support the largest economic 


engine in the Southeast by planning in a careful and thoughtful manner.  
 


In addition, this policy is to set a standard of environmentally preferable procurement and 
demonstrate the City’s commitment to environmental, economic, and social stewardship.  The City 
of Dunwoody has a unique opportunity to further expand its leadership in the area of 
environmentally preferable purchasing, and through its actions, elicit changes in the marketplace.  By 
further incorporating environmental considerations into public purchasing, the City of Dunwoody 
will positively impact human health and the environment, remove unnecessary hazards from its 
operations, reduce costs and liabilities, and improve the environmental quality of the region.  This 
policy will guide the City’s efforts in procuring environmentally preferable Goods and Services. 
 
The philosophy behind this policy is one of separating the need for Goods and Services from the 
function of negotiation and executing the necessary contractual purchase agreement.   
 
The Purchasing Policy outlined herein shall be used in conjunction with the Procurement Card 
Procedure Manual. 
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II. Scope 
 
The scope of this purchasing policy covers the procurement of most Goods and Services for non-
construction purposes without regard to the past method by which the material or service has been 
or is customarily procured.  The policy covers all contractual and purchase agreements between the 
City of Dunwoody and another Person.  The procurement function includes the initial 
agreement/purchase, changes and/or re-negotiations.  This policy establishes the specific 
responsibility and authority of the procurement of materials and services. 
 
As part of the audit process, the internal controls and accounting processes outsourced municipal 
services Vendors will be evaluated and a measure of assurance given as a requirement of completion 
of the City’s annual audit.   The staff of outsourced municipal services Vendors assigned to work at 
City of Dunwoody City offices and perform purchasing activities on behalf of the City of 
Dunwoody is not exempt from the City’s adopted Purchasing Policy. 
 
The provisions of this policy do not apply to procurements for the following: 
 


A. Public works construction contracts to the extent governed by O.C.G.A. §36-91-1 et seq. 
 


B. Services and construction whose procurement falls under a conflicting federal or Georgia 
statute; 
 


C. Land, artistic work, or other good whose inherent nature is unique and cannot be 
competitively compared to other goods within its class; 


 
D. Employee Benefits and health related services procured through a quotation and negotiating 


process conducted by an expert in the field, or to maintain continuity of employee-health 
records; 


 
E. Travel, entertainment, or other expenditures covered by another City policy; 


 
F. Insurance procured through a negotiating process; 


 
G. Items or services procured for resale or to generate a revenue; 


 
H. Advertising; 


 
I. Subscriptions and dues established during the budget process; and 


 
J. Utilities. 


 
III. Definitions 
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When used in this policy, the following words, terms and phrases, and their derivations, shall be the 
meaning ascribed to them in this section, except where the context clearly indicates a different 
meaning,  
 


A. ADDENDUM means a change, clarification or correction in the Solicitation Documents, 
prior to the award of a Contract. 


 
B. AMENDMENT means an agreed upon addition to, deletion from, correction or 


modification of a Contract. 
 


C. ANNUAL CONTRACT means an agreement or Contract, typically for a specified duration, 
between a supplier and the City, to furnish Goods or Services usually of an indefinite 
quantity and delivery schedule, at unit prices provided for under the terms of the Contract. 
Also known as a term contract, annual agreement or requirements contract. 


 
D. AGENT means an Official, Employee, contracted or subcontracted Person who is 


authorized to act on behalf of the City of Dunwoody and represent their interests. 
 


E. APPEAL means a specific written objection by an interested Person to a Request for 
Qualifications, a Request for Quotations, an Invitation for Bid, an Invitation to Negotiate, a 
Request for proposal, or an award or proposed award of a Contract, with the intention of 
receiving a remedial result. 


 
F. AVAILABLE LOCALLY means that one or more Persons within the City or immediate 


surrounding areas are able to provide Goods and Services in a timely manner, and in 
sufficient quantity and quality to meet a specific need. 


 
G. BID / PROPOSAL BOND means a form of bid security executed by the Bidder (or 


Proposer) as principal and by a Surety, to guarantee that the Bidder (or Proposer) will enter 
into a Contract within the time specified in the Invitation for Bid or Request for proposals, 
and will furnish the necessary bonds and insurance, and meet any other requirements of 
those documents. 


 
H. BIDDER means a person or entity submitting a bid or quote to the City for the supply of 


Goods or Services. 
 


I. BUYING COOPERATIVE OR ALLIANCE means a group of public entity purchasers 
organized for the purpose of creating contracts or pricing agreements in order to take 
advantage of group or quantity buying discounts or special pricing from which members of 
the group can benefit. 


 
J. CAPITAL EXPENDITURE ITEM is defined, established and modified from time to time 


within the Capital Assets Policies.  Capital Expenditure Items generally have a normal life 
expectancy of three years or more, are a complete entity within themselves are distinguished 
from components, and require approvals as discussed in the Capital Asset Policies. 
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K. CITY means the City of Dunwoody and, as the context warrants, those persons or bodies 


authorized to act on its behalf, including but not limited to the Council, Committees, and 
staff. 


 
L. CITY FINANCE DIRECTOR means the City Accountant, his agent, or the Chair of the 


City Finance Department, if such a department is in existence. 
 


M. COMPETITIVE AWARD means a procurement based upon the outcome of one of the 
competitive processes set forth in this Policy, where award is made based on the lowest 
quotation or Bid submitted by a responsible and responsive Bidder or to the most qualified 
or advantageous Proposer based on the qualitative and/or quantitative factors identified for 
the procurement.  A Competitive Award can be made even if only a single bid or proposal 
has been received from a Bidder or Proposer who is determined to be responsible and 
responsive. 


 
N. CONSTRUCTION means the process of building, altering, improving or demolishing any 


public structure or building, or other public improvements of any kind to any public real 
property. The term “Construction” does not include the routine operation, repair and/or 
maintenance of existing structures, buildings or real property. 


 
O. CONTRACT means all types of City agreements for the purchase or disposal of Goods, 


Services, or Professional Services regardless of what they may be called, including contracts 
for a fixed price, cost plus a fixed fee, incentive contracts, and contracts providing for the 
issuance of job or task orders, leases, letter contracts and purchase orders.  Contracts also 
include amendments, modifications and supplemental agreements with respect to any of the 
foregoing.  Every Contract must be duly authorized and approved prior to execution. 


 
P. CONTINUING PURCHASE CONTRACT means a Contract procured under this policy 


with one or more Vendors based on general specifications and/or scope of work, for which 
award of specific scopes of work is intended periodically during the Contract term as the 
need arises.  Pricing and/or rates may be defined in the original Contract or by Amendment 
at the time that specific scopes of work are awarded. 


 
Q. CONTRACT EXTENSION means an Amendment to a Contract that includes an increase 


in the term of a Contract, for which no options to renew the Contract beyond the current 
expiration date exist. 


 
R. CONTRACT RENEWAL means an exercise of an approved, existing option to increase the 


term of a Contract.  Options to renew a Contract are often done in annual increments. 
 


S. EMPLOYEE means an individual drawing a salary or wage from the City whether on a full-
time or part-time basis. The term shall encompass all members of the Council without 
regard to whether or not such individuals are compensated.  A contracted third party shall be 
considered as an "employee" for the purposes of this Policy only. 
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T. EMERGENCY PROCUREMENT means any procurement of Goods or Services in the 


context of an Emergency.  
 


U. EMERGENCY means a situation that occurs suddenly and unexpectedly and demands 
immediate action to prevent delays which may vitally affect the health, safety or welfare of 
the public or City Employees and affects the continuation of services to the citizens, and/or 
serious loss or injury to the City.  Emergency shall also mean a condition, malfunction, or 
occurrence in which the immediate procurement of an item (i.e. Good, Services, or 
Professional Service) is essential to comply with regulatory requirements. 


 
V. ENVIRONMENTALLY PERFERABLE GOODS AND SERVICES means Goods and 


Services that have a lesser or reduced negative effect on human health and the environment 
when compared with competitive Goods and Services that serve the same purpose.   


 
W. GIFTS or FAVORS means anything of any service of value.  Value shall be considered 


anything in excess of $100. 
 


X. GOODS or COMMODITIES means supplies, apparatus, materials, equipment and other 
forms of tangible personal property used by a City department in the accomplishment of its 
responsibilities. 


 
Y. GOVERNING AUTHORITY means the City entity responsible for the Contract. 


 
Z. INVITATION TO BID (ITB) means all documents utilized for soliciting bids, including 


those attached or incorporated by reference.  These include a scope of work and all 
contractual terms and conditions applicable to the procurement.  Bids are requested when 
requirements are clearly defined, price is the major determining factor for award, and a 
formal sealed submittal is required. 


 
AA. INVITATION TO NEGOTIATE (ITN) means documents used for soliciting competitive 


proposals in which negotiation of price and other factors is to commence after receipt of 
proposals and prior to recommendation of award.  This process may be used when the 
scope of work is complex or difficult to define, if strict comparison of Services or Goods 
required may be difficult because components are likely to vary among Proposers or in any 
situation when it is in the City’s best interest to negotiate prior to recommendation of award 
to obtain the Services or Goods that best meet the City’s needs, price and other factors 
being considered. 


 
BB. LATE BID/PROPOSAL means a Bid or proposal received after the time or date such bid 


or proposal was due, as stated in the Solicitation Documents. 
 


CC. LIFE CYCLE COST ASSESSMENT means the comprehensive accounting of the total cost 
of ownership, including initial costs, energy and operational costs, longevity and efficacy of 
service and disposal costs. 
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DD. MULTIPLE AWARD SCHEDULE CONTRACT means a Contract based upon one 
solicitation awarded to two or more Vendors to supply Goods or Services. 


 
EE. NEGOTIATED AWARD means a procurement made as the result of negotiations between 


the City and a Supplier, such as a Sole Source Procurement or Single Source Procurement or 
another instance, including competitive Invitation to Negotiate, where a Contract award 
based on direct negotiations with a Supplier of Goods or Services is appropriate. 


 
FF. OFFICIAL means any elected or appointed person who holds office or serves in a position 


of public capacity. 
 


GG. ONLINE REVERSE AUCTION means a purchasing method wherein Bidders enter prices 
for items electronically, and their prices are displayed for other bidders to see with all 
Bidders given the opportunity to continually bid a lower price until the time period of the 
bid expires. 


 
HH. ORDINANCE means related Administration Ordinance in Chapter 2, Article 7 of the City’s 


Municipal Code. 
 


II. PAYMENT TERMS means the established due date for payments by the City to pay an 
invoice.  Absent any agreement otherwise stated, the City’s payment term will be Net 30. 


 
JJ. PERFORMANCE BOND means a bond provided by a contractor/supplier in which a 


surety guarantees to the City that the Goods are delivered or the Services are performed in 
accordance with the Contract documents.  A letter of credit issued by a financial institution 
that meets the City’s requirements may, at the discretion of the City, be substituted for the 
performance bond. 


 
KK. PERSON means any business, entity, company, firm, individual, union, committee, club or 


other organization or group of individuals. 
 


LL. PRACTICABLE means satisfactory and within reason when considering price, performance, 
availability, compatibility with specified operation, and public safety. 


 
MM. PRE-QUALIFICATION means the part of a competitive procurement process in which the 


City determines, based on standards developed for a specified product or service, which 
interested Vendors meet those standards and are eligible for further consideration in the 
purchasing process. 


 
NN. PRODUCT EVALUATION means the evaluation of a product to help determine its 


usefulness in meeting the City requirement or specification. 
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OO. PROFESSIONAL SERVICES means services rendered by an independent contracting 
individual or firm having expertise in a particular industry or subject matter due to 
specialized education, training, licensure or skill, and consisting primarily of advice reports, 
conclusions, recommendations or other outputs resulting from the time and effort of the 
service provider, as opposed to the acquisition of specific commodities, or of services not 
requiring any specialized education, licensing, training or skill (e.g. janitorial services). 
Professional Services include but are not limited to evaluations, consultations, management 
systems, management consulting, compiling statistical data, support of planning and 
operating activities, appraisal services, and research and development studies or reports. 


 
PP. PROPOSER means a Person submitting a proposal or qualifications to the City for the 


supply of Goods, Services, or Professional Services. 
 


QQ. PURCHASE ORDER means a document approved and issued by the Purchasing Agent or 
designee and accepted by the Vendor to obtain Goods, Commodities and Services. 


 
RR. PURCHASING is the process of securing materials, services, repairs, leases and rentals 


necessary for the operation and support of the City.  The renewal, renegotiations and 
changes to Contracts, leases and agreements are functions of purchasing. 


 
SS. PURCHASING AGENT means the principal purchasing official of the City of Dunwoody 


pursuant to Chapter 2, Article 7 of the City’s Municipal Code who is authorized and 
appointed to purchase a range of Goods, Services, or Professional Services on a routine 
basis. 


 
TT. REQUEST FOR PROPOSALS (RFP) means all documents utilized for soliciting proposals 


for Goods, Services, or Professional Services, including those attached or incorporated by 
reference.  These include a scope of work and all contractual terms and conditions applicable 
to the procurement.  This method is used when factors in addition to price are considered 
for award. 


 
UU. REQUEST FOR QUALIFICATIONS (RQ) means all documents utilized for soliciting 


qualifications for Goods, Services, or Professional Services. 
 


VV. REQUEST FOR QUOTATIONS (RFQ) means all documents utilized for soliciting 
quotations for Goods, Services, or Professional Services, in which award is made based on 
the lowest responsive and responsible quotation and in which the type or cost of the 
procurement does not require a more formal Bid or proposal process. 


 
WW. REQUISITION means an internal document, provided by a department to the Purchasing 


Agent that contains the fund source, approvals, descriptions, quantities and other 
information about the Goods, Services, or Professional Services in order to proceed with the 
procurement.  The Requisition becomes valid when properly completed and approved. 
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XX. RESPONSIBLE BIDDER OR PROPOSER means a Person, who, in the exclusive 
judgment of the City, (a) has the capability in all respects to fully perform the Contract 
requirements; and (b) the integrity, experience, qualification, and reliability which assures 
good faith performance. 


 
YY. RESPONSIVE BIDDER OR PROPOSER means a Person, who, in the exclusive judgment 


of the City, has submitted a bid or proposal that conforms in all material respects to the 
Solicitation Documents. 


 
ZZ. SERVICES mean any performance of effort or labor, for which the City has contracted 


other than Professional Services or services classified as construction. Services include, but 
are not limited to, janitorial, landscaping, and street striping. 


 
AAA. SHORTLISTING means the part of a competitive procurement process in which the City 


determines, based on criteria developed for a specified Good, Service, or Professional 
Service which of the interested Vendors are the best qualified to be eligible for further 
consideration in the purchasing process. 


 
BBB. SINGLE-SOURCE PROCUREMENT means identifying and using, without first 


completing a competitive process, one source for Goods or Services among others in a 
competitive marketplace, which, for justifiable reasons, is found to be most advantageous for 
the purpose of fulfilling a given Purchasing need of the City. 


 
CCC. SOLE-SOURCE PROCUREMENT means identifying and using, without first completing a 


competitive process, one source for Goods or Services, when that source is the only one 
available that can fulfill a given Purchasing need of the City. 


 
DDD. SOLICITATION DOCUMENTS means an Invitation for Bids, Request for proposals, 


Request for Qualifications, Request for Quotations, or an Invitation to Negotiate including 
all of the associated forms and documents of each solicitation, or any other types of 
documents used by the City to procure Goods, Services, or Professional Services. 


 
EEE. SPECIFICATION OR SCOPE OF WORK means any description of the physical or 


functional characteristics, or of the nature of Goods, Services, or Professional Services.  
Specifications or Scope of Work may include any function and other criteria that will be 
required to perform the work and a description of any requirement for inspection, testing, or 
delivery. 


 
FFF. SUPPLIER, MERCHANT OR VENDOR means a Person currently supplying or in the 


business of supplying Goods, Services, or Professional Services. 
 


GGG. SURETY means an organization who, for a consideration, promises in writing to make good 
the debt or default of another organization.  The Surety must be satisfactory to the City and 
licensed to do business in Georgia. 
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HHH. THE USING DEPARTMENT/DIVISION (User) is defined as the department which has 
the authority and responsibility for determining the need for an item or service, its related 
specifications, and need date.  The User is responsible for funding the need and advising 
Purchasing of the approved funding and the specific budget account number.  The User is 
responsible for authorizing the purchases of all materials, services, repairs, leases and rentals 
in which the negotiated price exceeds the approved funding. 


 
IV. Ethics in Procurement 
 
Each person involved in the procurement process must adhere to a high standard of ethics. Each 
will be bound by the ethics provision in the Code of Conduct as adopted by the city of Dunwoody. 
 


A. Employee Conflict of Interest  
 
It shall be unethical for any City of Dunwoody Employee, Official or Agent to transact any 
business or participate directly or indirectly in a procurement Contract when the Employee 
or Official knows that:  


 
1. The Employee, Official or Agent or any member of the Employee, Official or Agent’s 


immediate family has a substantial interest or financial interest pertaining to the 
procurement Contract, except that the purchase of Goods and Services from businesses 
which a member of the City Council or other City of Dunwoody Employee has a 
financial interest is authorized as per O.C.G.A. § 36-1-14, or the procurement Contract 
is awarded pursuant to O.C.G.A. § 45-10-22 and § 45-10-24, or the transaction is 
excepted from said restrictions by O.C.G.A. § 45-10-25, interpreting such statutes as if 
they were applicable to a municipality. 


 
2. Any other person, business or organization with whom the Employee, Official, Agent or 


any member of an Employee, Official or Agent’s immediate family is negotiating or has 
an arrangement concerning prospective employment is involved in the procurement 
Contract.  


 
3. An Employee, Official, Agent or any member of an Employee, Official or Agent’s 


immediate family who holds a substantial interest or financial interest in a disclosed blind 
trust shall not be deemed to have a conflict of interest with regard to matters pertaining 
to that substantial interest or financial interest. 


 
All Vendors shall sign a disclosure document indicating any connection to or with a City of 
Dunwoody Employee or Elected Official. 
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B. Gratuities, Rebates or Kickbacks  
 
1. Gratuities. It shall be unethical for any person to offer, give, or agree to give any City of 


Dunwoody Employee, Official or Agent, or for any City of Dunwoody Employee, 
Official or Agent to solicit, demand, accept, or agree to accept from another person, a 
gratuity, rebate or an offer of employment in connection with any decision, approval, 
disapproval, recommendation or preparation of any part of a program requirement or a 
purchase request, influencing the content of any specification or procurement standard, 
rendering of advice, investigation, auditing or in any other advisory capacity in any 
proceeding or application, request for ruling, determination, claim or controversy, or 
other particular matter, pertaining to any program requirement or a Contract or 
subcontract, or to any solicitation or proposal therefore in any manner inconsistent with 
the State of Georgia’s Department of Administrative Services Gratuity Policy.  Rebates 
normally or routinely offered to all customers for the purchase of their Goods and 
Services are acceptable and are the property of the City of Dunwoody. 
 
Nothing in this section shall preclude an Official, Employee or Agent of the City from 
attending seminars, courses, lectures, briefings, or similar functions at any Vendor's 
facility or at any other place if any such seminar, course, lecture, briefing, or similar 
function is for the purpose of furnishing the Official, Employee, or Agent with 
knowledge and information relative to the Vendor's products or services and is one 
which the City Manager determines would be of benefit to the City. 
  
In connection with any such seminar, course, lecture, briefing, or similar function, 
nothing shall preclude the Official, Employee, or Agent from receiving meals from a 
Vendor. Nothing in this section shall preclude the Official, Employee, or Agent from 
receiving educational materials and business related items of not more than nominal 
value from a Vendor.  
 
Nothing contained in this section shall permit the Official, Employee, or Agent to accept 
free travel from the Vendor outside the state of Georgia or free lodging in or out of the 
state of Georgia.  
 


2. Kickbacks and Rebates. It shall be unethical for any payment, gratuity, or offer of 
employment to be made by or on behalf of a subcontractor under a Contract to the 
prime contractor or higher tier subcontractor, or any person associated therewith, as an 
inducement for the award of a subcontract or order. 


 
3. Contract Clause. The prohibition against gratuities, rebates and kickbacks prescribed in 


this Section shall be conspicuously set forth in every Contract and Solicitation 
Documents therefore. 
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4. Courtesies. Employees may accept for themselves and members of their families 
common courtesies usually associated with customary business practices so long as a 
strict standard is enforced with respect to gifts, services, discounts, entertainment or 
consideration of any kind from suppliers of merchandise, services, supplies, etc. to the 
City of Dunwoody.  An example of a common courtesy is free pens or notepads with 
the Vendor’s name on them. 


 
5. Cash. It is never permissible for a City of Dunwoody Official, Employee or Agent to 


accept a gift in cash, cash equivalents, stocks or other forms of marketable securities of 
any amount.  
 


C. Prohibition Against Contingent Fees  
 
It shall be unethical for a person to be retained, or to retain a person, to solicit or secure a 
City of Dunwoody Contract upon any agreement or understanding for a commission, 
percentage, brokerage or contingent fee, except for retention of bona fide employees or 
bona fide established commercial selling agencies for the purpose of securing business.  


 
D. Use of Confidential Information  


 
It shall be unethical for any City of Dunwoody Employee, Official or Agent knowingly to 
use confidential information for actual or anticipated personal gain, or for the actual or 
anticipated personal gain of any other person. 
 


E. Unauthorized Purchases  
 
No purchases of Goods and Services shall be made in the name of the City of Dunwoody or 
one of its departments, except such as is required for official use by the City of Dunwoody 
or one of its departments.  Purchases in the name of the City of Dunwoody or a department 
for personal use by an individual or for other than official use are prohibited, and no City of 
Dunwoody funds will be expended or advanced therefore. 
 


F. Penalties and Sanctions 
 
1. Legal or disciplinary action by City Council. The City Council may take appropriate legal 


and/or disciplinary actions pursuant to the City’s Ethics Ordinance against any City of 
Dunwoody Official or Person in violation of these ethical standards for any Employee 
under their direct supervision and control subject to the appropriate appeals process of 
the City of Dunwoody. 
 


2. Legal or disciplinary action by City of Dunwoody City Manager. The City of Dunwoody 
City Manager may take authorized and appropriate legal and/or disciplinary actions, 
including dismissal, against any City of Dunwoody Employee. 
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3. Administrative penalties for Employees. The City of Dunwoody City Manager may 
impose any one or more of the following penalties or sanctions on a City of Dunwoody 
Employee for violations of the ethical standards in this Section as appropriate to the 
situation, subject to the Personnel Manual or other appropriate appeals procedures:  


 
a) Oral or written warnings or reprimands. 


 
b) Suspensions with or without pay for specified periods of time.  


 
c) Termination of employment. 


 
4. Administrative penalties for outside contractors/Vendors. The City of Dunwoody may 


impose any one or more of the following penalties or sanctions on a Vendor or other 
Person or organization for violations of these ethical standards:  


 
a) Written warnings or reprimands.  


 
b) Termination of Contracts.  


 
c) Debarment or suspension. 


  


G. Disclaimer of Responsibility for Improper Purchasing 
 
The City may disclaim responsibility and liability for any purchase, expenditure, or agreement 
for expenditure arising from a procurement made in its name, or in the name of any 
governmental body under its authority, by an unauthorized person or any person acting 
outside this Policy or the authorization or delegation as provided in this Policy. The expense 
of any such disclaimed transaction will become the personal liability of the individual who 
acted improperly. 
 


H. Vendor Contact During Open Solicitations 
 


Persons seeking an award of a City of Dunwoody contract may not initiate or continue any 
verbal or written communications regarding a solicitation with any Official, Employee or 
other City representative other than the Purchasing Agent named in the solicitation between 
the date of the issuance of the solicitation and the date of the final contract award.  The City 
Manager or designee will review violations.  If determined that such communication has 
compromised the competitive process, the offer submitted by the individual, firm or 
business may be disqualified from consideration for award. 


V.   Responsibility 
 


A. Purchasing Agent 
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The City Council may appoint the City Manager, or said Agent appointed by the City 
Manager, to serve as the Purchasing Agent for the City, or the Council may contract with an 
independent third party to serve as the Purchasing Agent (per City Code Chapter 2, Article 
7, Section 2). 
 
DUTIES: The Purchasing Agent shall have the following duties and powers: 
 
1. Arrange and negotiate the purchase or Contract for all equipment, supplies and 


contractual services for the City or any using agency; arrange and negotiate for the sale 
or otherwise dispose of all surplus equipment and supplies or real estate of the City or 
any using agency. 
 


2. Maintain a perpetual or periodic inventory record of all materials, supplies, or equipment 
stored in city storerooms, warehouses, and elsewhere, including monthly reports used to 
provide monthly reports to the Finance Director that include: 


 
a) Titles of all request for proposals (RFPs) and the method of source selections to 


be used. 
 


b) Contracts authorized by the City Council, the method of source selection used 
and the total dollar amount. 


 
c) Emergency Contracts awarded pursuant to Municipal Code Chapter 2, Article 7. 


 
d) Change orders or Contract modifications authorized by the Council and the 


dollar amount and reason. 
 


e) Change orders or Contract modifications authorized by the Purchasing Agent 
and the dollar amount and reason. 


 
f) Explanation of any changes, and the costs involved, in the scope of services 


made between the time a Contract is awarded and the time that the Contract is 
authorized by the City Council. 
 


g) Documentation of the types, quantities, and dollar amounts of environmentally 
preferable Goods (including the percentage of post-consumer and total 
recovered material content) and Services purchased. The report shall also include 
dollar amounts of non-environmental or conventional Goods and Services, 
indentify and discuss instances where this policy is waived or its requirements 
found impracticable, and highlight barriers to the procurement of 
environmentally preferable Goods and Services, if applicable. 


 
3. Manage and supervise purchasing staff. 


 
4. Control and supervise all City storerooms and warehouses. 
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5. Develop and maintain a purchasing policy and procedures manual which will be updated 


by City Manager (or their designee) periodically.  
 


6. Establish guidelines, within the purchasing policy and procedures manual, governing the 
review and approval of specifications for procurement of Goods and Services based on 
recyclability, energy and water conservation, life cycle cost, and other environmental 
considerations.  
 


7. Direct efforts to procure Goods and Services through advertisements of bids in the local 
legal organ as required by the City’s Municipal Code and by State law. 
 


8. Require bonds, insurance and other forms of protection for the City on the process of 
procuring Goods and Services for the City. 
 


9. Terminate solicitations for bids for any Good(s) or Service(s) when, in the opinion of the 
Purchasing Agent, it is in the City’s best interest to do so.  
 


10. Reject any and all bids, when in the opinion of the Purchasing Agent it is in the City’s 
best interest to do so. 
 


11. Consult with the City Attorney if a contracting party breaches or is reasonably 
anticipated to breach its Contract with the City. 
 


12. Assist in negotiating City Contracts, as directed. The City Council shall approve final 
Contracts and execute and bind the City to such agreements. 
 


13. Advise the Finance Director and City Manager on the status of negotiations, as well as 
Contract provisions and their impacts on the City. 
 


14. Make recommendations on Contract approval, rejection, amendment, renewal and 
cancellation. 
 


15. Provide Contract administration and supervision of Contracts, as directed by the City 
Manager. Such tasks shall include, but not be limited to, monitoring Contract 
Amendments, obtaining applicable insurance certificates and monitoring applicable 
progress. 


 
16. Plan and implement processes for the ongoing protection of the City’s interests. 


 
17. Recommend and implement policies and procedures to provide for compliance with 


laws related to bidding, Contracting and Purchasing as set forth in the State of Georgia 
Code and Regulations, by examining the applicable laws and developing procedures for 
bidding, Contracting and procurement processes. 
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18. Ensure all Contracts are reviewed by the City Attorney as required by Section 3.08 of the 
City Charter. 
 


B. Using Department/Division (User) 
 


1. Determine Need:  The User is responsible for determining the need for a material or 
service and providing appropriate documentation & justification, including a purchase 
requisition. 


 
2. Determine Funding:  The User is responsible for providing proper funding.  Specific 


budget account numbers must be on the purchase requisition. 
 
3. Determine Specifications:  The User is responsible for determining the quantity, quality, 


dimensions, duration and all other necessary specifications essential to the determination 
of what is to be procured.  The specifications must, where applicable, conform to the 
approved City standards for identity and continuity. 


 
4. Purchase Requisition:  It is imperative that the User transmits its need to the Purchasing 


Agent.  The Purchasing Agent can only purchase supplies and services on the basis of an 
approved and completed Requisition. A properly approved Requisition contains, as a 
minimum, the following information:  


 
a) Complete description and specifications. 


 
b) Quantity. 


 
c) Need date (lead time of at least one week, must be allowed). 


 
d) Estimated cost. 


 
e) Freight. 


 
f) Complete budget account number. 


 
g) Previous purchase information or quotation (if known).  


  
h) Known or suggested Vendor(s). 


 
i) Authorized approval of department head and division head. 


 
j) Authorized approval from the Budget/Finance Department. 


 
5. Acceptance of Procured Item or Service:  The User is responsible for advising the 


Purchasing Office within 24 hours after receipt or within 48 hours if the items or 
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services are found to be unsatisfactory.  This is to be done in writing on a Receiving 
Report. 


 
VI. Environmentally Preferable Goods and Services 
 
In determining which Goods and Services to purchase, the City shall procure Goods and Services 
which contain, whenever practicable, the highest percentage of post-consumer recovered material, 
the highest percentage of total recovered material available in the marketplace, and reduce waste in 
the manufacture and use of products and packaging purchased by the City. 


 
In determining which Goods and Services to purchase, the City shall integrate environmental factors 
into the City’s procurement decisions, when practicable.  At a minimum, the City shall: 
 


1. Purchase non-emergency fleet vehicles that provide the best available net reduction in 
vehicle fleet emissions, including but not limited to the purchase of alternative fueled 
and hybrid vehicles; 
 


2. Consider purchasing lower emission emergency fleet vehicles with comparable 
specifications for performance, safety, and fuel availability during emergencies as 
conventionally-powered emergency fleet vehicles; 
 


3. Replace disposable with re-usable, recyclable, or compostable Goods; 
 


4. Consider Life Cycle Cost Assessment; and 
 


5. Evaluate, as appropriate, the environmental performance of Vendors in providing 
Goods and Services. 


 
This analysis to determine environmentally preferable Goods and Services may include raw materials 
acquisition, production, manufacturing, packaging, distribution, reuse, operation, maintenance, 
disposal of products, or service delivery. 
 
Specifically, factors that should be considered when determining that Goods or Service have 
environmentally preferable attributes include, but are not limited to: 


 
1. Minimization of virgin material used in Goods or Service life cycle; 


 
2. Maximization of recycled materials used in Goods or Service life cycle; 


 
3. Life cycle economics of Goods and Services; 


 
4. Reuse of existing Goods or materials in Goods or Service life cycle; 


 
5. Recyclability, biodegradability and compostability of Goods; 
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6. Minimization of packaging; 
 


7. Reduction of energy and fuel consumption; 
 


8. Reduction of water consumption; 
 


9. Toxicity reduction or elimination; 
 


10. Durability and maintenance requirements; and 
 


11. Ultimate disposal of the Goods. 
 


VII. Competitive Procurements 
 


A. Request for Quotations 
 
Request for Quotations (RFQ) are prepared and issued with the goal of obtaining 
competitive responses. 
 
Public notice is posted on the Purchasing Agent’s Internet Web Page for all Requests for 
Quotations in which the value is expected to exceed $50,000. Additional public notice may 
be provided for solicitations that, in the sole discretion of the City, are of the size, type, or 
dollar value that make additional public notice appropriate. 
 
Quotations are opened on or after the due date indicated in the Request for Quotations. 
A split or partial quotation may be awarded, if a Request for Quotations is for multiple 
Goods or Services, more than one Vendor provides a quotation that meets the specifications 
for the items, and a price comparison can be made between the items quoted. The award 
may be split between more than one Vendor by awarding to the lowest cost provider of each 
item or reasonable grouping of items if acquisition, delivery, and other requirements can be 
reasonably administered. A Split or Partial Quotation Award shall not be used under the 
following conditions: 
 


a) When the solicitation is for an integrated system and the split of the award 
between components or parts of that system would jeopardize performance; or  
 


b) If the item is part of a system and the performance of that system would be 
jeopardized if another brand was substituted. 


 
Tie quotations are handled in the same way as tie bids. 
 


B. Invitation to Bids  
 
Invitation to Bids (IFB) are prepared and issued to prospective Bidders, with the goal of 
obtaining competitive responses.   
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Public notice (such as publication in a newspaper of general circulation or posting on the 
Purchasing Agent’s Internet Web page) of the IFB must be given a minimum of fourteen 
(14) calendar days prior to the date set for bid opening, unless it can be demonstrated that an 
urgent requirement for Goods or Services exists, in which instance, the requirement for 
public notice may be reduced by the Purchasing Agent. 
 
Bids shall be opened publicly in the presence of one or more witnesses at the time and place 
designated in the Invitation for Bids. All relevant information, including each Bid amount 
and Bidder's name, will be recorded on a summary sheet. 
 
Split or partial bid awards may be awarded with the same guidelines and restrictions as those 
provided for split or partial quotation awards. 
 
Tie Bids:  In the event two or more identical bids are received, the following procedure will 
be used when the basis of award is low bid: 
 


a) To the extent permitted by law, a tie Bidder from a Person within the city limits 
of Dunwoody would be recommended to the appropriate approving authority 
for an award over one without an office in the City.  A Person within the state of 
Georgia would be recommended to the appropriate approving authority for an 
award over one without an office in Georgia.     
 


b) If the procedures in (a) above does not result in an award, then, the tie Bidders 
will be contacted and advised of the tie and asked if they wish to reduce their bid 
in writing submitted in a sealed envelope to be opened at the time and place 
stated by City staff.  If one or more of the tied Bidders agrees to participate, 
award will be made to the new low bid. If none of the tied Bidders agree to 
participate or if the new bids are tied, then City staff shall break the tie by 
following the procedures described below, as necessary. 
 


c) If the procedures in (a) and (b) above do not result in an award, then, to the 
extent permitted by law, a tie Bidder deemed in the City’s sole discretion to 
provide the most environmentally preferable Goods would be recommended to 
the appropriate approving authority for an award over one deemed 
environmentally inferior. 
 


d) If the procedures above do not result in an award, then, the Purchasing Agent in 
the presence of two or more witnesses will flip a coin. Award will be 
recommended to the appropriate approving authority. 


 
Correction or withdrawal of inadvertently erroneous bids is permitted up to the time of bid 
opening.  After bid opening, no change in bid prices or other provisions is permitted; 
however, minor irregularities may be waived by the City.  No bid may be withdrawn for a 
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period of ninety (90) days after the time scheduled for bid opening, or as otherwise stated in 
the Invitation for Bids. 
 
Late bids will be rejected and returned unopened. 
 
Bids will be evaluated based on the evaluation factors set forth in the Invitation for Bid, 
which may include criteria to determine acceptability of Goods (for example, inspection, 
testing, quality, workmanship, delivery, and suitability for a particular purpose). Criteria for 
the acceptability of Goods shall be used to determine whether particular Goods are 
responsive to the Invitation for Bids, and not to determine the relative desirability between 
acceptable Goods. The City reserves the right to waive any informalities or irregularities of 
bids, to request clarification of information submitted in any bid, to further negotiate with 
the Responsive and Responsible Bidder selected for Contract award, or to reject any or all 
bids for any reason whatsoever. 
 
If no Responsive and Responsible Bids are received or all bids are rejected, the City may 
procure such Goods and Services by direct negotiation as indicated below in Non-
Competitive Procurement of Goods and Services. 
 
The Bid will be awarded, if an award is made, to the Responsible and Responsive Bidder 
offering the lowest price whose bid meets the requirements and criteria set forth in the 
Invitation for Bid.  The Bid may require a Contract. 
 


C. Request for Proposals 
 


When the Purchasing Agent determines the use of an Invitation for Bids is not practical or 
not advantageous because of existing market conditions or the type of items required, the 
City may procure Goods, Services, or Professional Services through receipt of competitive 
sealed proposals.  Competitive sealed proposals are solicited through the use of an RFP, with 
the goal of obtaining competitive responses. 
 
Public notice of the RFP shall be given in the same manner as the procurement of 
competitive sealed bidding. 
 
Proposals shall be opened publicly, in the presence of one or more witnesses at the time and 
place designated in the RFP.  A register of proposals is prepared that lists each Proposer's 
name.  Interested persons shall have access to information regarding procurement 
transactions of the City of Dunwoody in accordance with City policy and the Georgia Open 
Records Act, O.C.G.A.§50-18-70 et seq. 
 
All meetings of the City’s Council are duly noticed public meetings and all documents 
submitted to the City as a part of or in connection with a Proposal may constitute public 
records under Georgia law regardless of any person’s claim that proprietary or trade secret 
information is contained therein.  By submission to the City, Proposers waive any 
declaration the entire response to the RFQ to be proprietary information.  The Proposer 
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shall designate in the smallest increments possible, that part of the qualifications which is 
deemed to be proprietary. Proposals and all related correspondence are subject to the 
Georgia Open Records Act and may be provided to anyone properly requesting same, after 
contract award.  The City cannot protect proprietary data submitted in vendor proposals 
unless provided for under the open records law.  In the event the Proposer deems certain 
information to be exempt from the disclosure requirements, the Proposal must specify what 
content is considered exempt and cite the applicable provision of the law to support that 
assessment.  In the event such information is requested under the open records law, the 
Proposer’s assessment will be examined by the City Attorney who will make a determination.  
The decision to withhold or release the information will be at the City’s sole discretion.  
Correction or withdrawal of inadvertently erroneous proposals is permitted up to the time of 
the opening of proposals.  No proposal may be withdrawn for a period of ninety (90) days 
after the time scheduled for proposal opening, or as otherwise stated in the RFP. 
 
Late proposals will be rejected and returned unopened. 
 
The RFP will identify the criteria to be considered and evaluated as the basis of award. 
 
Proposals submitted by Responsible and Responsive Proposers are evaluated by City staff 
based upon the criteria applicable to the RFP.  All proposals (or the most acceptable 
proposals in the discretion of the committee evaluating proposals) will be ranked in order of 
their acceptability to the City, giving consideration to the criteria. The City has no obligation 
to award the Contract to the Proposer who proposes the lowest price. 
 
The City reserves the right to waive any informalities or irregularities of proposals, to request 
clarification of information submitted in any proposal, to further negotiate with a 
Responsive and Responsible Proposer who has been selected for Contract award, or to 
reject any or all proposals for any reason whatsoever. 
 
The Contract award will be awarded, if award is made, by the City to the Responsive and 
Responsible Proposer whose proposal is determined, in the City’s exclusive discretion, to be 
the most advantageous to the City, taking into consideration price, qualifications, and other 
factors as indicated in the RFP.  The RFP will contain the basis on which the award is to be 
made. 
 
If no Responsive and Responsible proposals are received or all proposals are rejected, the 
City may procure such Goods, Services, and Professional Services by direct negotiation as 
indicated below in Non-Competitive Procurement of Goods and Services. 


 
D. Request for Qualifications 


 
Requests for Qualifications (RQ) may be used when it is determined to be in the City’s best 
interest to evaluate the experience and qualifications of a Service provider, without regard to 
price or prior to considering price. 
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The procedure for soliciting, opening and evaluating statements of qualifications shall be the 
same as described herein for competitive sealed proposals.  Service providers whose 
qualifications meet the criteria established in the Request for Qualifications, at the sole 
discretion of the City, may be considered for Contract award by participation in the 
completion of a multi-step solicitation, as described below.  Alternatively, the City may, by 
Direct Negotiation, finalize terms with service providers who are selected for award based 
on qualifications. The City reserves the right to reject any or all responses for any reason. 
Clarification of information may be requested by the City. 
 


E. Invitation to Negotiate  
 


An Invitation to Negotiate (ITN) may be used when the City determines it is in its best 
interest to commence negotiation of price and other factors prior to recommendation of 
award, and it is approved by the City Manager. An ITN may be used for Goods or Services 
when the scope of work is complex or difficult to define, if strict comparison of Services or 
Goods required may be difficult because components are likely to vary among Proposers, or 
in any situation in which it is in the City’s best interest to negotiate prior to recommendation 
of award to obtain the product that best meets the City’s needs, price and other factors being 
considered. 
 
The procedure for soliciting and opening initial responses to an Invitation to Negotiate 
(ITN) shall be the same as described herein for competitive, sealed proposals.   
 
The ITN will identify the criteria to be considered during the evaluation of proposals.  
All Responsive and Responsible proposals submitted are evaluated based upon the criteria 
applicable to the ITN.  Clarification of information submitted in the proposal may be 
requested. The City reserves the right to waive any informalities or irregularities of proposals, 
to request additional information from any Proposer, or to reject any or all responses for any 
reason whatsoever.  
 
The City may, at its sole discretion, shortlist three or more firms, if possible, that are deemed 
to best meet the City’s requirements, taking into consideration all criteria listed in the ITN, 
including price. The City may, at its sole discretion, ask for formal presentations from all of 
the Responsive and Responsible Proposers, or only from those firms that are Short-listed, if 
Short-listing is determined to be in the best interest of the City. Negotiations will be 
conducted and may take place in person or via telephonic with all of the Proposers or, if 
Short-listing occurs, with all of the Short-listed Proposers.  Proposers that participate in the 
negotiations may be given an opportunity to submit their best and final offers.  
 
The Contract Award will be awarded, if an award is made, by the City to the Responsive and 
Responsible Proposer whose proposal is determined to be the most advantageous to the 
City, taking into consideration price and other factors as indicated in the ITN. The City has 
no obligation to award the Contract to the Proposer that submits the lowest price; though 
justification should be documented. 
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F. Multi-step Solicitation 


 
The City may initiate one of the multi-step solicitation processes described below when: (a) 
in the City’s discretion, it is impractical to prepare an adequate or complete description of 
the Goods or Services desired (due to insufficient data, uncertain requirements, unfamiliar 
market options, etc.), (b) the City desires to identify a field of qualified Bidders, Proposers, 
Goods or Services, out of a broader field of Bidders, Proposers, Goods or Services, or (c) 
the City believes a multi-step process would best serve its purposes. 


 
1. Consecutive Multi-Step Process: 


 
a) The City may request unpriced proposals or statements of qualifications to be 


evaluated based on the criteria in the RFP or the RQ for purposes of identifying 
one or more desirable or acceptable Goods, Services, or Professional Services or 
for purposes of identifying a field of at least three (if possible and available) 
qualified or most qualified Bidders or Proposers.  The City may request 
demonstrations, samples, or may conduct interviews with Proposers to aid in the 
identification of desirable or acceptable Goods, Services, or Professional Services 
or in the identification of qualified or most qualified Bidders or Proposers.  In 
the event the City requests demonstrations or samples, the City is not required to 
seek or permit demonstrations or samples of Goods or Services deemed by the 
City to be less desirable or acceptable than other Goods or Services for which 
proposals or statements of qualifications were received. In the event the City 
conducts interviews with Proposers, the City is not required to interview any 
Proposer deemed by the City to be unqualified or less qualified than other 
Proposers. 
 


b) After identifying a field of most qualified Bidders or Proposers with the 
capability of providing the desirable or acceptable Goods, Services, or 
Professional Services, the City may either follow a Competitive Award 
solicitation process among the field of Vendors identified as having the capability 
to meet the City’s requirements for the procurement or by direct negotiation as 
indicated below in Non-Competitive Procurement of Goods and Services. 


 
2. Simultaneous Multi-Step Process: 


 
a) The City may request that priced proposals be submitted in two separate 


envelopes, with pricing information contained in one envelope and all other 
requested information contained in the other envelope.  In such case, proposals 
will be evaluated in accordance with the requirements set forth in the RFP, 
initially without regard to price and without opening the envelope containing 
pricing information. Based on such evaluation, the City will establish a field of at 
least three (if possible and available) qualified or most qualified Proposers. The 
City may conduct interviews with Proposers to aid in the identification of 
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qualified or most qualified Proposers. In the event the City conducts interviews 
with Proposers, the City is not required to interview any Proposers deemed by 
the City to be unqualified or less qualified than other Proposers. 
 


b) After establishing a field of qualified or most qualified Proposers, the City will 
open the pricing envelopes of only the qualified or most qualified Proposers, and 
evaluate such pricing information in the manner described in the RFP for 
purposes of recommending/making an award (e.g. most advantageous proposal, 
price and other factors considered or low price submitted by qualified 
Proposers). In the absence of specific instructions to the contrary in the RFP, 
pricing information will be evaluated together with all other information required 
by the RFP for purposes of selecting among the qualified field of Proposers the 
most advantageous proposal, price and other factors considered. 


 
 


3. Multi-Step Process to Award Continuing Purchasing Contracts 
 
a) When it is in the best interest of the City to have pre-qualified, Continuing 


Purchasing Contracts because of the need to Provide quick-response, repetitive 
Services or a range of Services or Professional Services within a specific field of 
expertise, the City may use either a Consecutive or a Simultaneous Multi-Step 
Procurement Process to identify one or more Continuing Contractors. The 
purpose is to identify one or more Continuing Contractors that demonstrate the 
ability to perform a particular type of Service during a specified Contract period. 


 
b) Contract award - The multi-step solicitation shall specify the general types of 


Services required, the selection process to be used, and the selection criteria for 
award of the Continuing Contract(s).   
 


c) Award of a specific scope of work to a Continuing Contractor - During the term 
of the Continuing Contract(s), specific scopes of work may be developed and 
awarded to Continuing Contractor(s), by Amendment to such Continuing 
Contract(s), provided that the specific scope of work is consistent with the 
general types of Services upon which award of the Continuing Contract(s) was 
made.   


 
d) When there is more than one Continuing Contractor available to perform the 


specific scope of work defined, the process for award of the work is set forth 
below: 


 
i. Work may be rotated during the Contract period between the Continuing 


Contractor(s) that were selected to perform the general type of Services 
required; or,   
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ii. Award may be made to the Continuing Contractor that is deemed, based 
on its original proposal, to be most advantageous to the City for the 
specific scope of work required, price and other factors being considered 
and without regard to rotation among selected contractors; or,  
 


iii. Quotations, Bids or proposals may be requested from the pre-qualified 
Continuing Contractor(s) that were selected to perform the general type 
of Services or Professional Services required.  The City may select the 
Continuing Contractor whose quotation, bid, or proposal is deemed to 
be most advantageous to the City to perform the specific scope of work 
required. 


 
G. Online Reverse Auction 


 
The City reserves the right to utilize this procurement  method when advantageous.  The 
process will be specified in the Solicitation Documents. 


 
H. Performance Guarantee 


 
A performance guarantee, such as a Performance Bond or Letter of Credit, may be required 
for any solicitation that includes Services to be performed after consultation with the City 
Manager, and others, as necessary. 


 
I. Approval of Awards and Recommendations 


 
Prior to the consummation of the purchase by the City of Goods, Services, or Professional 
Services, such purchase shall be approved by a person having approval authority over such 
purchase. 
 


J. Forms 
 


The Purchasing Agent shall provide and update all forms to procure Goods, Services, and 
Professional Services, as needed. 
 


VIII. Non-Competitive Procurements 
 
The provisions of this policy section shall apply to the procurement of Goods and Services, when 
competitive procurement is not practical, feasible, possible or desirable.  Notwithstanding any other 
provision, any Contract or subcontract entered into by the City with any Person for the 
construction, reconstruction, or maintenance of all or part of a public road in the City, including but 
not limited to a Contract or subcontract for the purchase of materials, for the hiring of labor, for 
professional services, or for other things or services incident to such work, shall be entered into in 
accordance with O.C.G.A. § 32-4-114. 
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A. Sole Source Procurement 
 


The City may acquire Goods, Services, or Professional Services pursuant to a Sole Source 
Procurement.  Sole Source Procurement is available when Goods, Services, or Professional 
Services are limited to one source, or when they must be obtained from a specific 
manufacturers' dealer and valid competition among dealers does not exist.  The User must 
provide the justification for the Sole Source Procurement to the Purchasing Agent after 
approved by the City Manager. 


 
B. Single Source Procurement 


 
The City may acquire Goods and Services pursuant to a Single Source Procurement. A 
Single Source Procurement is a procurement made from one Person among others in a 
competitive market place which, for justifiable reasons, is found to be most advantageous 
for the purpose of fulfilling the given purchasing need. The User must provide the 
justification for the Single Source Procurement to the Purchasing Agent after approved by 
the City Manager.  The Purchasing Agent may elect to purchase particular brand name 
Goods or Services when the Goods or Services comprise a major brand system, program or 
service previously selected by the City and due to operational effectiveness, future 
enhancements or additions, or maintenance or storage of spare parts precludes the mixing of 
brands, manufacture, etc. 
 


C. Direct Negotiation 
 


Following the completion of a Competitive Award solicitation process above that fails to 
produce a responsible or responsive Bidder or Proposer, fails to produce a qualified 
respondent, or for which all submissions were rejected for any reason, the City may procure 
the Goods, Services, or Professional Services that were the subject of such failed solicitation 
by Direct Negotiation with any provider of such Goods or Services when issuing a revised 
solicitation is not recommended by the City Manager with concurrence from legal counsel. 
 
Direct Negotiation will be completed by the Purchasing Agent, assisted as needed by the 
User and legal counsel. 


 
D. Emergency Procurement 


 
The City may acquire Goods, Services or Professional Services by directly negotiating award 
pursuant to an Emergency Procurement.  Emergency purchasing situations occur when 
there exists an emergency constituting a threat to public health, safety or welfare or to the 
soundness and integrity of public property or to the delivery of essential services and where 
the diverse effects of such emergency may worsen materially with the passage of time. 


 
It is understood that, from time to time, occasions arise at departments, which dictate 
immediate action to purchase items in order to prevent disruption of operations.  
Notwithstanding any other section of this policy, when the City Manager determines that an 
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Emergency Situation exists, the Purchasing Agent may make or authorize others to make 
emergency procurements for Goods, Services, construction items, or Professional Services. 
The City Manager shall make such determination when there exists a threat to public health, 
welfare or safety under Emergency Situations.  Such emergency procurements shall be made 
with as much competition as is practicable under the circumstances.  


 
A written determination of the basis for the Emergency Situation and for the selection of the 
particular Person shall be included in the Contract file.  As soon as practicable, a record of 
each emergency procurement shall be made and shall set forth the contractor’s name, the 
amount and type of the Contract, a listing of the item procured under the Contract, and the 
identification number of the contract file.  
 
If an Emergency Situation should arise after office hours which requires immediate action 
on the part of the agency involved for the protection of the best interest of the City or if a 
like situation arises on a weekend or holiday and when it is not possible or convenient to 
reach the Purchasing Agent, any purchase necessary shall be made by the official in charge of 
such agency, and such purchase reported to the Purchasing Agent within 24 hours. 
 


E. Costs Under the Competitive Threshold 
 
The Purchasing Agent may acquire Goods and Services by Direct Negotiation or by some 
other non-competitive method, when the dollar value of the purchase does not exceed 
$50,000 and a properly executed and authorized Requisition is received.  Under this non-
competitive method, the Purchasing Agent shall attempt to obtain the Goods, Services or 
Professional Services most advantageous to the City, price and other factors considered.  For 
Goods, Services, and Professional Services under the competitive threshold but over $2,500, 
the Purchasing Agent or User shall obtain, where possible, at least three verbal quotes 
documenting the Vendors’ names, contact information, and quotes.   
 


F. Direct Negotiation 
 
The City may acquire Goods, Services, and Professional Services by Direct Negotiation or 
other method involving limited or no competition from a Supplier having a requirements 
Contract/Annual Agreement with any public entity (e.g., federal, state, county, city, 
authority, school board, Buying Cooperative, etc.) for Goods, Services, or Professional 
Services described in such contract and at prices or discounts no less favorable than any set 
forth in such Contracts.  Use of State/Co-Op Contracts: The Purchasing Manager may, 
independent of the requirements of bid process of this article, procure supplies, services or 
construction items through the Contract established through competitive means by the 
purchasing division of the State of Georgia, national Co-Ops (i.e.-U.S. Communities), and 
collaborative purchasing agreements with other local governments when deemed to be in the 
best interest of the City. 


 
G. Performance Guarantee 
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A performance guarantee, such as a Performance Bond or Letter of Credit, may be required 
for any solicitation that includes Services to be performed after consultation with the City 
Manager, and others, as necessary. 


 
H. Approval of Awards and Recommendations 


 
Prior to the consummation of the purchase by the City of Goods, Services, or Professional 
Services, such purchase shall be approved by a person having approval authority over such 
purchase. 


 
I. Forms 


 
The Purchasing Agent shall provide and update all forms to procure Goods, Services, and 
Professional Services, as needed. 


 


IX. General Procedures and Approval Authorizations 
 


A. The City reserves the right to reject any or all bids if it determines such rejection to be in 
the best interest of the City. 


 
B. All awards for amounts of $50,000 or greater shall be approved or rejected by the City 


Council. 
 
C. The City Manager, or designee, is authorized to approve budgeted capital purchases or 


Contracts up to $50,000 without obtaining further City Council approval (except for 
initial budget approval from City Council).  The User is responsible for making the 
recommendation for the award following the procedures as identified above. 


 
D. City Council must approve the purchase of any budgeted capital purchase or Contract 


over $50,000.  The User is responsible for submitting the recommendation for this 
award to the City Council. 


 
E. RFP’s will generally be solicited on a project-by-project basis with the exception of the 


following; Auditor, Engineering Testing Services, Medical Services and Banking Services, 
which will be solicited every three (3) years. The other Services will include, but are not 
limited to, architects, engineers and other professionals. The User will submit the Scope 
of Services to Purchasing, who will then determine which of the processes to use. 


 
F. Periodically, the City may be given private/public grants and donations from sources 


such as the State and Federal Government and private corporations.  These types of 
solicitations are more restrictive and may dictate the procurement process and 
methodology that the City is to follow for an award. 


 
G. The final determination of the price and terms of any Goods, materials or services shall 


rest with the Purchasing Agent.  
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H. It shall be the responsibility of the Purchasing Agent to document all Contracts, 


purchases, agreements for services and leases and to maintain said documents consistent 
with the records retention policy of the City.  All agreements or Contracts binding the 
City must be in writing.  There will be no exceptions.  


 
I. All negotiations of agreements for Goods and Services shall be conducted by the 


Purchasing Agent.  It is recognized that special situations may exist where there is a 
special need for the User to be involved in the negotiation process.  This must be in 
conjunction with the Purchasing Agent at all times.  The Purchasing Office will make 
final recommendation for agreements. 


 
J. It is the responsibility of the Purchasing Agent to secure all necessary approvals of the 


City Manager or their designee, or legal authority, in writing, when necessary to protect 
the City and its legal liability prior to execution of a Contract or purchase agreement. 


 
K. The Purchasing Office may make any authorized purchase for which payment will be 


made in a current, routine manner following receipt of the Goods or services.  
Procurement by leasing, long-term financing, advance payments or deposits or any other 
special non-routine method must be approved in advance by the City Manager or their 
designee. 


 
L. The Purchasing Office will not normally provide purchase orders after procurement has 


been initiated.  Purchases must be documented by the User with appropriate requisition 
and specific budget account number prior to the issuance of the purchase order number.   


 
M. In the case of Contracts (other than routine purchase orders), leases or service 


agreements (either new or renewals), the approval process is necessary.  All such 
documents will be forwarded to the Purchasing Office.  The Purchasing Office will 
acquire the necessary approvals prior to execution of any agreement, Contract or lease 
through the City Attorney’s office.  When said Contracts, leases or service agreements 
are up for renewal or expiration the Purchasing Office will notify the User for approval 
to either maintain the Contract or bid a new Contract.  The Purchasing Office will be 
responsible for maintaining a file of all current Contracts, leases or service agreements. 


 
N. The Purchasing Agent will review the Contract for form, completeness, insurance 


considerations, legal implications, and any other items dictated by each situation.  The 
Contract will then be sent to the User and approved by the Department Director and 
returned to Purchasing.  The Purchasing Agent will be responsible for having the 
Contract signed by the City Manager or their designee after it is signed by the Vendor. 


 
O. The Purchasing Office will forward four copies of the Contract for signature to the 


Vendor, with them returning all four copies. 
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P. Once the Contract is officially executed, the original of the Contract will be filed in the 
City Clerk’s office.  The second copy will be kept on file with the Purchasing Agent. A 
third copy of the completed Contract will be forwarded to the User department. The 
fourth copy will be returned to the Vendor. 


 
Q. Once a Contract is awarded by the City, the Contract may be amended, without the 


necessity of rebidding such Contract, provided the original Contract amount and the 
scope of the Contract is not substantially altered.  The Purchasing Office will review all 
change orders and adjust encumbrances as applicable.  Change orders will be processed 
to correct the account distribution, quantity, addition/deletion of line items, change in 
description and unit price.  If a quoted price of the change order is up to $50,000, the 
requisition will be sent to the Finance Director and City Manager for approval. Any 
requisitions with a change order over $50,000 require City Council approval. The 
department cannot use the change order process to circumvent the Purchasing Policy.  
Change orders cannot substantially change the scope of the Contract. 


 
R. The Purchasing Office and the User share the responsibility to ensure the quality, 


delivery and payment of required Goods and Services. 
 
S. Final adjudication of any dispute between the Vendor and User shall be made by the 


Purchasing Agent with appropriate input from the User. 
 


T. In most cases, contact with Vendors regarding the Contract will be by the Purchasing 
Agent and in conjunction with the User as necessary.  All Vendors must coordinate with 
the Purchasing Agent before visiting any other department regarding the Contract.  All 
visits regarding the Contract must be made with the knowledge of the Purchasing Agent 
and the Purchasing Agent has the option of accompanying the visitor.  It is recognized 
that this restriction on visitation will not necessarily apply to those Vendors with 
ongoing relationships such as computer and copy machine service technicians. 


 
U. All return of Goods must be initiated by the User through the Purchasing Agent.  


Additionally, all cancellations of, or modifications to, any agreements must be made by 
the Purchasing Agent. 


 
V. It shall be the responsibility of the User to ensure that purchased Goods are received, 


inspected and verified as to condition.  Since the department head signed the purchase 
requisition, that person cannot be the receiver of the Goods and must appoint an 
individual within the department to be the receiver of the Goods and Services. 


 
W. Protests 


 
a) Right to protest.  Any Person who is aggrieved in connection with the 


solicitation or award of a Contract may protest to the City of Dunwoody.  
Protestors shall seek resolution of their complaints initially with the City 
Manager.  All protests must be submitted in writing to the City Manager.  The 
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complaint shall specify the alleged act or omission by the City that provides the 
basis for the complaint.  


 
b) Upon the filing of a written complaint, the City Manager, within three (3) 


business days, shall request a response from the Purchasing Agent.  The 
Purchasing Agent’s response will be returned to the City Manager within seven 
(7) calendar days. Failure by the Purchasing Agent to file a response may be 
considered as evidence by the City Manager.  If requested by either party, the 
City Manager, or designee shall have a hearing on the complaint within fourteen 
(14) calendar days of filing the complaint to decide the merits of the claim.  The 
City Manager is empowered to decide to uphold, dismiss or amend the decision 
of the Purchasing Agent.  The City Council shall approve or reject the City 
Manager’s decision.  If the party bringing the complaint disagrees with the 
conclusions of the City Manager and City Council, the decision may be appealed 
by filing a writ of certiorari to the Superior Court of DeKalb County within 
thirty (30) days of the decision of the City Council.  


 
c) Protests concerning invitations.  A protest with respect to an IFB, RQ, RFQ, or 


RFP shall be submitted in writing prior to the opening of bids or the closing date 
of proposals.  If not done by that time, the complaint or protest is invalid. 
 


d) Stay of procurement during protests.  In the event of a timely protest under 
subsection (b) of this Section, the Purchasing Agent shall not proceed further 
with the solicitation or award of the Contract until all administrative remedies 
have been exhausted or until the City Manager or City Attorney makes a 
determination that the award of the Contract without delay is necessary to 
protect the interests of City of Dunwoody.  


 
X. Credit Cards shall only be issued upon approval of the department head and the City 


Manager.  The Credit limit for each card shall be established by the Director of Finance.  
All individuals assigned a Credit Card on behalf of the City of Dunwoody shall be 
personally responsible for the use and any fraudulent use.  The City Manager shall 
maintain a Procurement Card Procedure Manual.  This manual shall be on file with the 
City Clerk and made available for all users. 


 
X. Property Disposal 
 


A. Excess, Surplus, and Obsolete Materials 
 


It shall be the duty of the User to report all excess, surplus or obsolete materials to the 
Purchasing Office.  At this point, the Purchasing Agent will examine alternatives as to the 
most advantageous disposition of the items.  Items could be refurbished or reconditioned, 
transferred, traded in on new equipment or sold by auction or sealed bid. 
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1. Transfer or Re-use:  The most gainful method for handling an item no longer needed by 
a department is to transfer it to another department that has a use for the item. 
 


2. Trade-In:  In replacing obsolete equipment, it may be financially advantageous to trade-
in the old equipment.  The invitation for bids on the replacement item should call for bid 
prices with or without trade-in and provide that award may be made either way. 


 
3. Sale:  Excess, surplus and obsolete items not transferred or traded-in may be 


consolidated and offered for sale by auction or by sealed bid method.  Auctions can be 
traditional or contemporary including online auctions such as www.Govdeals.com or 
similar websites.  The consolidated list will be submitted to City Council for approval 
before an auction or sealed bid is organized.  The property offered for sale will be on an 
“AS IS/WHERE IS” basis.  The sale will be given public notice.  Sealed bids will be 
opened at the time and place announced with the City, retaining the right to reject any 
and all. 


 
A. Sale to Employees   
 


To avoid any appearance of impropriety in the disposition program, it will be the City’s 
policy to prohibit the direct sale of surplus property to any City Employee, Official or Agent. 
This policy does not prohibit any City Employee, Official or Agent from extending an offer 
at a public auction or in the form of a sealed bid. 
 


B. Allocation of Proceeds  
 
Proceeds from the sale of excess or surplus property will go into the City’s Fund that held 
the asset. 
 


XI. Payment Requests 
 
Check Request Forms are designed to streamline procedures for initiating routine payments of the 
types outlined below: 


  
A. Utility Bills 


 
B. Insurance Premiums and Bond Payments 


 
C. Postage Expenses 


 
D. Conferences, Training and Meeting Pre-paid Expenses 


 
E. Reimbursements as shown on a valid, approved Travel Expense Report 


 
F. Professional Services 
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G. Court Fees 
 


H. Instructors or Speakers for Programs 
 
The above list is not all-inclusive; questions should be directed to the Finance Director or 
Purchasing Agent.  The use of the Payment Request Form in no way implies that proper procedures 
outlined in above need not be adhered to.  The Payment Request procedures are merely a means of 
expediting payment. 
  
 


 





		I. Purpose

		II. Scope

		III. Definitions

		A. Purchasing Agent

		B. Using Department/Division (User)

		A. Request for Quotations

		Request for Quotations (RFQ) are prepared and issued with the goal of obtaining competitive responses.

		B. Invitation to Bids 

		C. Request for Proposals

		D. Request for Qualifications

		E. Invitation to Negotiate 

		F. Multi-step Solicitation

		a) The City may request unpriced proposals or statements of qualifications to be evaluated based on the criteria in the RFP or the RQ for purposes of identifying one or more desirable or acceptable Goods, Services, or Professional Services or for purposes of identifying a field of at least three (if possible and available) qualified or most qualified Bidders or Proposers.  The City may request demonstrations, samples, or may conduct interviews with Proposers to aid in the identification of desirable or acceptable Goods, Services, or Professional Services or in the identification of qualified or most qualified Bidders or Proposers.  In the event the City requests demonstrations or samples, the City is not required to seek or permit demonstrations or samples of Goods or Services deemed by the City to be less desirable or acceptable than other Goods or Services for which proposals or statements of qualifications were received. In the event the City conducts interviews with Proposers, the City is not required to interview any Proposer deemed by the City to be unqualified or less qualified than other Proposers.



		G. Online Reverse Auction

		H. Performance Guarantee

		I. Approval of Awards and Recommendations

		J. Forms

		A. Sole Source Procurement

		B. Single Source Procurement

		C. Direct Negotiation

		D. Emergency Procurement



		The City may acquire Goods, Services or Professional Services by directly negotiating award pursuant to an Emergency Procurement.  Emergency purchasing situations occur when there exists an emergency constituting a threat to public health, safety or welfare or to the soundness and integrity of public property or to the delivery of essential services and where the diverse effects of such emergency may worsen materially with the passage of time.

		It is understood that, from time to time, occasions arise at departments, which dictate immediate action to purchase items in order to prevent disruption of operations.  Notwithstanding any other section of this policy, when the City Manager determines that an Emergency Situation exists, the Purchasing Agent may make or authorize others to make emergency procurements for Goods, Services, construction items, or Professional Services. The City Manager shall make such determination when there exists a threat to public health, welfare or safety under Emergency Situations.  Such emergency procurements shall be made with as much competition as is practicable under the circumstances. 

		A written determination of the basis for the Emergency Situation and for the selection of the particular Person shall be included in the Contract file.  As soon as practicable, a record of each emergency procurement shall be made and shall set forth the contractor’s name, the amount and type of the Contract, a listing of the item procured under the Contract, and the identification number of the contract file. 

		E. Costs Under the Competitive Threshold

		F. Direct Negotiation

		G. Performance Guarantee

		H. Approval of Awards and Recommendations

		I. Forms








 
 


MEMORANDUM 
 


To: Mayor and City Council 


From: Chris Pike, Finance Director 


Date: September 21, 2009 


Subject: Audit Committee Discussion  
 
 
During the August 24, 2009 Council meeting, Council discussed its desire to consider the formation of 
an audit committee.  Many private sector corporations increasingly are being subjected to civil and 
criminal actions for financial statements that are inaccurate or inadequate. Because of its many 
responsibilities, it may not be practicable for the full Council to consider financial reporting matters in 
depth.  An audit committee can do this more effectively because it is often smaller than the full Council, 
is typically composed of members who are independent of management, and is able to concentrate more 
attention on this aspect of the government.  The existence of an effective audit committee demonstrates 
the Council’s commitment to the exercise of due care in reviewing financial information to be released to 
the public. 
 
Another benefit of an audit committee is a better-informed Council more capable of executing its 
responsibilities to the citizens.  An effectively functioning audit committee, with the help of the City’s 
auditors, is able to identify and analyze financial reporting problems and to discuss its recommendations 
with the full Council in a comprehensive and effective manner.  Thus, although an audit committee 
cannot relieve the full Council of its ultimate responsibility for the financial statements, a capable audit 
committee can help evaluate those financial statements. 
 
An audit committee also enhances the external audit function.  An effective external audit must be an 
independent audit.  Relationships do—and should—exist between management and auditor, because an 
audit should be carried out in an atmosphere of full and open communication.  These relationships must 
be carefully balanced.  Both management and auditor must always be mindful of their ultimate 
responsibility to the citizens.  An audit committee that carefully monitors the audit function lends 
assurance that this responsibility is kept in clear view.  It also provides the auditor with a forum that is 
independent of operating management for discussion of matters considered significant.  Accordingly, an 
audit committee enhances the independence of the external auditor, increases management’s diligence in 
instituting internal accounting controls and appropriate reporting practices, and increases the 
participation of Council in the important decisions made as the result of an external audit.  
 
I would encourage the formation of an audit committee.  Following is suggested language for such a 
policy related to an audit committee.   
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Developed under the Authority of the  
City Council, and approved by ordinance 
 
This policy document is designed to provide comprehensive guidance to the Audit Committee members in 
performing their oversight function.  As approved by Council, this policy will apply to all members of the 
Audit Committee.  Members seeking clarification or interpretation and those who wish to comment on the 
Audit Committee Policy should contact the City Attorney.  This policy should be reviewed annually and 
updated as needed.   
 
SECTION I.  FRAMEWORK 
 


A. PURPOSE 
 


The Council and employees are expected to achieve and maintain a high level of governance and 
transparency.  The existence of the Audit Committee provides assistance in this regard by being an 
independent instrument of control and a review organ.  The Audit Committee exists to provide assistance 
to the Council and City Manager in carrying out its responsibilities.  The Audit Committee shall also be 
responsible for the overseeing and assessing the adequacy and scope of the arrangement for the 
management of the auditor functions.   


 
B. PRINCIPLES 


 
a. The creation of Audit Committees within the City will contribute to good corporate 


governance and thereby improve both efficiency and accountability in the public sector.   
 


b. The main role of the Audit Committee is to provide independent, effective oversight on the 
financial reporting process and internal controls of the City.  
 


c. The Audit Committee is appointed to give advice to the City Manager on the adequacy of 
audit arrangements (internal and external) and on the assurances provided in respect of risk 
and control in the City.  
 


d. The Audit Committee shall have no executive powers and shall not be responsible for the 
preparation of financial statements or the implementation of proper systems of internal 
controls.  


 
SECTION II.  GUIDELINES 
 


A. STRUCTURE OF THE AUDIT COMMITTEE 
 


a. Composition of an Audit Committee 
 


i. There shall be 5 members on the Audit Committee.  A minimum of 3 of the 5 
members shall be independent.  “Independent” for the purpose of this policy 
means that the member is not a city employee, appointed or elected official of the 
City or its contractors or any other individual having a relationship that would 
interfere with the exercise of independent/impartial judgment in carrying out the 
responsibilities of the Audit Committee.  
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ii. Members should exhibit adequate analytical, financial and managerial expertise in 
order that issues may be comprehensively addressed. To this end it is 
recommended that the Committee be made up of a balance of skills including at 
least a majority of individuals with technical skills and experience in financial and 
managerial matters.    


 
iii. The following individuals shall not be appointed to the Audit Committee as voting:  


 
1. The Finance Director (though shall serve on the Audit Committee in a 


non voting ex-officio capacity) 
2. The City Manager (though may be called upon to serve on the Audit 


Committee in an advisory role) 
3. The City Attorney  
4. Any employee on the staff of the selected City Auditor.   


 
b. Appointment of Audit Committee Members 


 
i. As needed, the Mayor may request from the Council members a list of nominees 


along with their respective qualifications.   
 


ii. The City Clerk shall notify nominees to determine if they are willing to fulfill the 
obligations of an Audit Committee member.   


 
iii. A final list of acceptable and accepting nominees shall be submitted to the Mayor. 


 
iv. The Mayor shall appoint members (upon the Consent of Council) to the Audit 


Committee . 
 


v. The Mayor shall designate an Audit Committee Chairperson and a Vice Chair who 
shall serve in these capacities until a replacement is appointed, expiration of tenure, 
or upon resignation.   


 
c. Compensation of the Audit Committee 


 
Members of the Audit Committee will serve as volunteers without compensation for their 
services on the Audit Committee.  Reasonable and preapproved expenditures will be 
reimbursed. 


 
B. AUDIT COMMITTEE TENURE 


 
a. Tenure of the Audit Committee 
 
In order to ensure that the level of objectivity is maintained, and that any conflict of interest 
whether real or perceived is minimized, guidelines relating to the tenure of Audit Committees are 
as follows:  
 


i. Committee members shall serve for a minimum of three (3) years and a maximum 
of seven (7) years consecutively.  However, this would not bar any such member 
from further service.  
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ii. At the end of the assigned term, committee members may indicate their willingness 
to serve for an additional term; provided no additional term shall cause the member 
to exceed the seven year limit.  This should be communicated in writing to the City 
Clerk.  


 
iii. In the interest of continuity, an outgoing Chairperson who has served seven years 


may serve for an additional year but not as the Chairperson of the incoming Audit 
Committee. 


 
iv. In the interest of continuity, the Mayor shall assign (stagger) the terms of the Audit 


Committee members in a manner that provides an optimum level of experience on 
the Audit Committee. 


 
b. Resignation from an Audit Committee 
 
An Audit Committee member, who wishes to resign, should give one month’s notice in writing 
to the Chairperson and the City Clerk outlining the reasons.  In the case of the Chairperson, the 
members of the Audit Committee should also be informed of the resignation.   
 
c. Expiration of an Audit Committee member’s term 
 
Members resigning from the committee upon the expiration of their tenure, should tender a letter 
of resignation to the Chairperson and City Clerk.  All records should be handed over to the 
Chairperson, which will be made available to the Audit Committee.  
 
d. Dismissal of an Audit Committee member 
 
The following are possible circumstances, which may lead to the dismissal of an Audit 
Committee member:  
 


i. Failure to attend three consecutive meetings   
 


ii. Lack of Independence/Conflict of Interest  
 


iii. Any other reason that the committee may deem to be just and credible  
 
If any of the above should occur, the Chairman must refer the case, in writing, to the Mayor 
outlining the circumstances and recommending that the member be replaced.  A copy of the 
correspondence should be given to the member.  The Mayor shall review the circumstances and 
state in writing his position to the Audit Committee within one month of receipt.   
 
If the Mayor concurs with the recommendation of the Audit Committee Chairman, he should 
appoint a replacement using the appointment procedures outlined above.  Where the Mayor 
disagrees with the Audit Committee Chairman’s recommendations, the Audit Committee 
member will remain on the Audit Committee.  
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C. AUDIT COMMITTEE AUTHORITY AND RESPONSIBILITIES 
 


The Authority of the Audit Committee shall include but not be limited to:  
 


a. Seek and obtain any information it requires from any employee and external parties.  
 


b. Invite officers, employees, and auditors of the City to meetings, as appropriate.  
 
The Responsibilities of the Audit Committee shall include but not be limited to:  
 


a. Reviewing and providing comment on the annual audit plans, budgets and schedules (to 
ensure sufficient audit coverage)  


 
It is not appropriate for the audit committee to attempt to limit the scope of the audit.  
However, it is appropriate to query both management and the auditor about improvements 
that could be made (for example, in internal accounting controls) that would enable the 
auditor to reduce the scope of work.  The Audit Committee might also ask about additional 
services that could be of benefit to the company.  The external auditor may summarize his 
understanding of the services to be rendered in an engagement letter.  The Audit Committee 
should received and review that document at least 5 business days prior to the City Manager 
signing. 
 


b. Perusing, reviewing, and discussing audit reports  
 


The Audit Committee should meet with management and the external auditor to review the 
financial statements and the audit results. This is an especially important function of the 
audit committee. 
 
The Audit Committees may confine their review of the financial statements to major or 
critical items or may examine the statements in considerable detail.  The scope of the review 
is something each Audit Committee establishes, bearing in mind that at the conclusion of the 
meeting the members should have a comprehensive understanding of any major financial 
reporting problems encountered, how they were resolved, and whether the resolution is 
satisfactory.  Factors affecting the extent of the review include the committee’s confidence in 
management, the system of internal accounting control, and the auditor; the existence of any 
unresolved differences between the auditor and management; the extent of adjustments or 
additional disclosures, if any, proposed by the auditor; and any unusual occurrences during 
the year.  The committee’s major concern throughout the review should be whether the 
financial statements fairly present the company’s financial results in conformity with 
generally accepted accounting principles. 
 
Upon completion of its considerations, the Audit Committee should be in a position to 
make a report to the Mayor on the financial statements and on the execution of the audit 
function. 
 


c. Requesting investigation of specific areas as needed  
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d. Recommending the City Auditor to Council, which shall include the following processes: 
 


i. Authorize the release of Requests for Auditing Services Proposals with standards 
outlined by the Georgia Department of Audits and OCGA; 
 


ii. Review proposals from auditing firms to qualify the firms’ experience, the audit 
team, approach, quality control procedures, timetable, scope, personnel training, 
and fees; 
 


iii. Request presentations and interviews of the proposers; and 
 


iv. Shortlist no less than three proposers for Council consideration. 
 


e. Performing other appropriate responsibilities as requested by the Mayor 
 


SECTION III. ETHICS 
 


All members of the Audit Committee have a fiduciary responsibility to demonstrate due professional care and 
proficiency at all times.  In order to optimize their performance, they should seek relevant professional 
assistance where necessary.  They should be and be seen to be independent of the management and audit 
functions.  This will allow them to display objectivity and avoid cases of conflicts of interest.  If there is a 
change in circumstances, causing a member’s independence to be impaired, then that member should resign in 
accordance with this policy.  
 
Where the independence of a member is impaired, but he/she is not willing to resign, the majority of the 
committee members shall indicate in writing their concerns and make recommendations for the member’s 
removal in accordance with this policy.  
 
All members must complete at least two hours of ethics training within six months of appointment and again in 
no less than once every two years. 
 
SECTION IV.  PERFORMANCE OF THE AUDIT COMMITTEE 
 


A. THE OPERATION OF THE AUDIT COMMITTEE 
 


a. The Chairperson, upon consulting with the Finance Director and/or City Auditor shall 
schedule meetings as needed and may invite attendees to meetings.  
 


b. A quorum should be present prior to the commencement of meetings.  A quorum shall 
consist of a majority of the membership.  


 
c. In instances where it is considered necessary, the requisite accounting or other personnel 


may be invited to answer any questions of the Committee pertaining to their area of 
responsibility.  


 
d. The Committee should also request responses from the Finance Director identifying the 


actions taken to implement the audit recommendations given and should continue to 
monitor the responses and corrective actions implemented. 
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e. The Committee should periodically review and evaluate the audit activity to ensure that the 
scope and audit approach being applied are relevant to achieve the desired objectives of the 
entity.  


 
f. Audit reports should be circulated to the audit committee members within five working days 


before the proposed committee meeting.   
g. The Committee shall review the audit reports, analyze audit issues and evaluate the adequacy 


of recommendations and the responses of the Finance Director. The Committee must 
ensure that these issues are dealt with adequately and satisfactorily.  
 


h. The duration of the meetings should allow adequate discussion of the issues.    
 


i. Sufficient interval should be allowed between Audit Committee meetings and Council 
meetings to allow follow-up actions to be effected.  
 


j. The Chairperson shall request the City Clerk to provide a secretary for the committee, or 
may appoint one of its members to be the secretary of the committee.  The secretary shall 
assist the Chairman in:  


 
i. Preparing agendas for meetings  


 
ii. Drafting minutes and annual report of the committee’s activities  


 
iii. Collecting and disseminating information    


 
 


B. REPORTING RESPONSIBILITIES OF THE AUDIT COMMITTEE 
 


The Audit Committee reports are intended to provide information on a global level, of the anomalies 
noted by the audit functions and how and when these were resolved.  The reports help to monitor the 
improvements made in the internal control environment as a result of the audit activity.  
 
The Audit Committee shall present a report after each committee meeting to the Council within four 
weeks after each Audit Committee meeting. The report will highlight the following:  
 


a. Discussions and decisions on audit issues  
 


b. Internal control plan and status report  
 


c. Updates on outstanding management responses  
 
The Audit Committee should submit an exception report to the City Manager as needed, outlining any 
negative trends, for example, lack of management response.  The City Manager will communicate with the 
Finance Director in an effort to resolve outstanding issues.  Where these have not been resolved, the 
issues should be presented to the Council for further discussion.   
 
The Committee should also prepare an annual report within four months of the end of the financial year, 
comprising all major activities for the year. This report should be submitted to:  
 


a. The Mayor and Council 
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b. The Finance Director.   


 
c. The City Manager 


 
d. Audit Committee members  


 
The annual report may include but is not limited to the following:  
 


a. Details of attendance at meetings  
 


b. Conclusion on the adequacy and effectiveness of internal controls in the City  
 


c. General comments on the quality of internal audit reports submitted  
 


d. Results of the evaluation of financial and other data.  
 


C. TRAINING OF THE AUDIT COMMITTEE MEMBERS 
 


The City Manager in conjunction with the Finance Director will make provision for training Audit 
Committee members on an on-going basis to fulfill the responsibility of ensuring that Audit Committee 
members are kept abreast of current financial and audit practices as well as the operations unique to the 
City. 


 
D. AUDITOR/AUDIT COMMITTEE RELATIONSHIP 
 
The senior member of the audit team(s) shall have the right of access to the Audit Committee.  The lines 
of communication should facilitate independence from management and encourage auditors to speak 
freely, regularly and on a confidential basis with the Audit Committee.  
 
The Audit Committee should provide an open avenue of communication between the auditors and the 
Finance Director. 
 





